TABLE  OF  CONTENTS 


INTRODUCTION  (1-99)  1  99 

CHAPTER  I  -  APPOINTMENTS,  ETC.  (100  -  299) 

Definitions  100 

Substantive  Appointments 

(a)  Authority,  means,  circumstances,  terms  103  -  123 

(b)  Effective  dates,  seniority  124-  129 

(c)  Pay,  incremental  dates,  increments  130-141 

(d)  Medical  examination  142-143 

(e)  Re-appointment  of  female  officers  after  retirement  on  marriage  144 


(f)  Special  considerations  (disabled  persons,  ex-prisoners  and  ex-drug  145  -  159 


addicts) 

Acting  Appointments  and  Secondments 

(a)  Authority,  means,  circumstances,  terms,  cessation  160-  171 

(b)  Pay  172-174 

Release  of  Officers  for  Service  with  the  175-179 

Independent  Commission  Against  Corruption 

Probation  180-197 

Trial  198-206 

Efficiency  Bars  207  -  229 

Personal  Reports  and  Records 

(a)  Staff  reports  230  -  240 

(b)  Certificates  of  Service  and  testimonials  241  -  245 

(c)  Next-of-kin  cards  246  -  259 

Re-employment  after  Retirement/Extension  of  Service  260  -  278 

283-299 

Extension  of  Agreement/Renewal  of  Agreement  280  -  282 


Amendment  No.  6/2016 


TABLE  OF  CONTENTS  (Cont’d) 


CHAPTER  II  -  TERMINATION  OF  SERVICE  (300  -  399) 


General 

300  -  304 

Termination  of  Service  by  the  Government 

305  -319 

Resignation 

320  -  324 

Normal  Retirement  and  Voluntary  Premature  Retirement 

(a)  General 

325  -  326 

(b)  Officers  appointed  on  terms  which  attract  pension  benefits  - 
Category  A  officers 

(i)  Normal  retirement 

327-331 

(ii)  Early  retirement 

332  -  342 

(iii)  Retirement  of  women  officers  on  marriage 

343  -  349 

(c)  Officers  appointed  on  terms  which  attract  pension  benefits  - 
Category  B  officers 

350-359 

(d)  Officers  covered  by  the  Civil  Service  Provident  Fund  Scheme 

360  -  364 

Invaliding 

365  -  379 

Compulsory  Retirement 

(a)  Officers  on  the  permanent  establishment 

380-387 

(b)  Officers  appointed  on  month-to-month  terms 

388  -389 

Transfer  to  “Other  Public  Service” 

390  -  394 

Retirement  Benefits 

(a)  Pension  benefits 

395 

(b)  Benefits  under  the  Civil  Service  Provident  Fund  Scheme 

396  -  399 

CHAPTER  III  -  CONDUCT  AND  DISCIPLINE  (400  -  599) 

General 

400  -  409 

Disciplinary  Action  and  Punishment 

410-439 

Collections 

440  -  443 

Acceptance  of  Advantages 

444  _  447 

Retirement  Gifts 

448  -  450 

Increments 

451  -454 

Amendment  No.  21/2004 


TABLE  OF  CONTENTS  (Cont’d) 


Insolvency  and  Bankruptcy 

455  -  460 

Investments 

461-467 

Leaving  Hong  Kong 

468  -  470 

Evidence  in  Court 

471  -474 

Evidence  in  Court  outside  Hong  Kong 

475 

Institution  of  Proceedings  for  Libel  or  Slander 

476 

Legal  Assistance  for  Government  Officers 

477  -  479 

Lending  Money  at  Interest 

480 

Acting  on  behalf  of  a  Money-Lender 

481 

Borrowing  Money  at  Interest 

482 

Use  of  Subordinates  as  Guarantors 

483  -  484 

Medical  Examination 

485 

Representations  to  the  Chief  Executive 

486  -  492 

Representations  to  the  Public  Service  Commission 

493  -  494 

Patents  for  Inventions  by  Government  Officers 

495  -  509 

Access  to  Personal  Records 

510 

Confidential  Personal  Record 

511 

Lalse  Statement  by  Candidate  for  Appointment 

512 

Pamily  Particulars  to  be  Reported 

513-519 

Public  Communications  by  Officers 

520-529 

Publications  and  Public  Donations 

530-534 

Direction  to  Occupy  Quarters 

535  -539 

Hours  of  Work 

540  -  549 

Amendment  No.  34(c)/97 


TABLE  OF  CONTENTS  (Cont’d) 


Outside  Work 

I.  While  on  duty 

Principles  governing  ‘outside  work’  550 

Paid  outside  work  out  of  working  hours  551 

Outside  work  during  working  hours  (paid  or  unpaid)  552 

Unpaid  outside  work  out  of  working  hours  553 

Use  of  Government  equipment  for  outside  work  554 

Guidance  to  be  sought  from  Civil  Service  Bureau  556 

Work  for  other  departments  557 

Failure  to  comply  with  regulations  on  outside  work  558 

II.  While  on  Leave  559-561 

III.  Outside  work  with  the  Auxiliary  Forces  562-569 

Departmental  Uniforms  570  -  599 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES  (600  -  799) 


General 

600  -  614 

Advances  of  Salary 

615-659 

(Deleted) 

660-661 

Overtime  and  Related  Allowances 

662  -  684 

Job-related  Allowances 

685  -  709 

Amendment  No.  23(a)/2007 


TABLE  OF  CONTENTS  (Cont'd) 


Subsistence  Allowances  and  Travelling  Expenses 

(a)  General 

(b)  Subsistence  Allowances 

(c)  Travelling  Expenses  on  Duty 

(d)  Travelling  Expenses  on  Home-to-Office  Journeys 

Entertainment  Expenses 

Education  Allowances 
General 

Local  Education  Allowance 
Overseas  Education  Allowance 

(a)  General 

(b)  Boarding  School  Allowance 

(c)  Day  School  Allowance 
Wages  for  Casual  Workers 
Compensation  Claims 

Loss  of  or  Damage  to  Personal  Property 
Injury  and  Death  Benefits 
Service  with  the  Auxiliary  Forces 
Membership  of  Clubs  and  Professional  Organisations 


710  -  711 
712  -  719 
720  -  729 
730  -  749 
750  -  754 

755  -  757 
758  -  765 

766  -  775 
776  -  777 
778  -  784 
785  -  789 

790  -  791 
792  -  794 
795  -  796 
797  -  799 


CHAPTER  V  -  HOUSING  BENEFITS  (800  -  899) 

General 


800  -  808 


Amendment  No.  19(a)/2008 


TABLE  OF  CONTENTS  (Cont'd) 


Prevention  of  Double  Housing  Benefits  and  Double  Housing-Related 
Benefits  and  Enforcement  of  Live-in  Requirement 

Definition  of  housing  benefits 

Circumstances  under  which  double  housing  benefits  and  double 
housing-related  benefits  are  not  allowed 

Circumstances  under  which  concurrent  receipt  of  civil  service 
housing  benefits  and  concurrent  receipt  of  civil  service 
housing-related  benefits  are  allowed 

Direction  to  occupy  post-tied  quarters 

Switching  of  housing  benefits  and  housing-related  benefits 

Exercise  of  option  upon  marriage  or  a  married  officer/spouse  of  a 
married  officer  joining  the  Government 

Requirement  for  applicants  for  civil  service  housing  benefits  to 
complete  GF  551 

Requirement  for  officers  in  receipt  of  civil  service  housing 
benefits  to  report  changes  in  relevant  circumstances 

No  concurrent  receipt  of  civil  service  housing  benefits  regarding 
House  Allowance 

Forfeiture  of  eligibility  for  civil  service  housing  and 
housing-related  benefits  due  to  receipt  of  a  relevant  civil  service 
housing  benefit 

Live-in  requirement 

Consequences  of  non-compliance 

Definition  and  examples  of  “publicly-funded  organisation” 

Officers  separated  from  their  spouses 

Interpretation 

Non-Departmental  Quarters 


809 

809(  1 )  ( a) 
809(1  )(b) 

809(l)(c) 

809(1  )(d) 
809(1  )(e) 
809(2) 

809(3) 

809(4) 

809(5) 

809(6) 

809(7) 
809(8) 
809(9) 
809(10) 
809(1  1) 

810  -  839 


Amendment  No.  1 9(b)/2008 


TABLE  OF  CONTENTS  (Cont’d) 


Hotel  Accommodation 

840  -  849 

Private  Tenancies 

850  -  860 

House  Allowance,  Lurniture  Allowance  and 

Domestic  Appliance  Allowance 

861  -870 

Rentals  and  Charges 

871  -892 

Personal  Effects 

893  -  899 

CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES  (900  -  999) 

Medical  Treatment 
Hospital  Maintenance  Fees 
Medical  Examinations 
Medical  Boards 
Dental  Treatment 

Procedure  for  Dealing  with  Cases  of  Drug  Addiction 
General 

CHAPTER  VII  -  TRAINING  (1000  -  1099) 

Absence  and  Leave 
Undertaking 

Training  Assistance  and  Government  Training  Scholarships 

CHAPTER  VIII  -  LEAVE  (1100  -  1299) 

General  1100-1149 

Leave  Arrangements  for  Officers  on  Local  Terms  on  D3  1 150  -  1 159 

and  Below  or  Equivalent 

Leave  Arrangements  for  Officers  on  New  Terms  1 160  -  1169 


1000  -  1005 
1006  -  1007 
1008  -  1099 


900-919 
920  -  929 
930-939 
940  -  949 
950  -  969 
970  -  979 
980  -  999 


Amendment  No.  43/2007 


TABLE  OF  CONTENTS  (Cont’d) 


Leave  Arrangements  for  Officers  on  Common  Terms 

Leave  Arrangements  for  Officers  on  Local  Terms  on  D4  and  Above  or 
Equivalent  Except  Those  on  the  Revised  Leave  Arrangements 
Under  CSR  1196 


1170-1179 

1180-1195 


Revised  Leave  Arrangements  for  Officers  on  D4  and  Above  or  Equivalent 
Leave  Arrangements  for  Officers  on  Overseas  Terms 
Sick  Leave 
Maternity  Leave 


1196-1199 
1200  -  1269 
1270-  1296 
1297  -  1299 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES  (1300  - 

General 

Passages  on  First  Appointment  to  Hong  Kong 
Leave  Passages  for  Officers  on  Common  Terms 
Leave  Passages  for  Officers  on  New  Terms 

Passages  for  Officers  on  Overseas  Terms  Going  on  Vacation  Leave 
under  CSR  1200  or  Overseas  Addition  under  CSR  1202 

Passages  for  an  Officer’s  Family 

Passage  eligibility  and  conditions 

Passages  for  family  on  an  officer’s  first  appointment 

Cessation  of  passage  accumulation  in  respect  of  children  of 
officers  on  overseas  terms 

Passages  on  the  death  of  an  officer  on  overseas  terms 
School  Passage  Scheme 
General 

Eligibility  for  School  Passage  and  Earning  of  SPA 
General  rules 


1499) 

1300  -  1309 
1310-1315 
1316-1317 
1318-1319 
1320  -  1329 

1330 

1331 

1332-  1333 

1334 

1335 

1336 

1337  -  1339 


Amendment  No.  29(b)/2002 


TABLE  OF  CONTENTS  (Cont’d) 


Passages  in  Special  Circumstances 


A.  On  resignation 

1340-  1346 

B.  On  interdiction 

1347  _ 1349 

C.  On  dismissal,  compulsory  retirement  of  termination 
of  service  by  the  Government 

1350-  1353 

D.  On  completion  of  final  agreement  by  officers  on  overseas  terms 

1354 

E.  On  the  retirement  of  officers  on  overseas  permanent  terms 

1355-  1362 

F.  Sea  passages  provided  on  medical  grounds  for  officers  on 
overseas  terms 

1363  -  1364 

G.  When  traveling  on  duty  outside  Hong  Kong 

1365  -  1369 

H.  In  cases  of  exceptional  hardship 

1370 

I.  On  the  death  of  an  officer  on  overseas  terms  while  using  LPA 
during  leave  outside  Hong  Kong 

1371  -  1374 

Passages  for  Officers  on  Overseas  Terms  Taking  Annual  Leave 

1375 

Leave  Passages  for  Officers  on  Local  Terms  and  on  the  Directorate  pay 

Scale  or  its  Equivalent  except  those  who  have  transferred  to  the 

Revised  Arrangement  in  accordance  with  Annex  8.13 

1376-  1377 

Leave  Passage  Arrangement  for  Officers  on  Local  Terms  on  D4  and  above 
or  equivalent  under  the  Revised  Arrangement  set  out  in  Annex  8.13 

1378 

Leave  Passages  for  Officers  on  overseas  Terms  on  D4  and  above  or 
equivalent  under  the  Revised  Arrangements  set  out  in  Annex  8.13 

1379 

Passage  Classification,  Booking  and  Payment  Arrangements 

1380-  1389 

Class  and  Grade  of  Passages 

A.  Officers  taking  final  sea  passage  under  CSR  1354  or  1356 
on  leaving  the  service 

1390-  1399 

B.  (Deleted) 

1400  -  1404 

C.  Officers  appointed  on  vacation  leave  terms  (CSR  1200),  annual 

leave  terms  (CSR  1201),  or  flexible  vacation  leave  terms  (CSR  1202); 
and  officers  on  overseas  terms  who  have  transferred  to  the  revised 
arrangements  in  accordance  with  Annex  8.13 

1405  -  1409 

D.  (Deleted) 

1410-1419 

Travelling  Expenses  in  Country  of  Origin 

1420 

Detention  in  the  Course  of  a  Journey 

1421  -  1449 

Amendment  No.  29(c)/2002 


TABLE  OF  CONTENTS  (Cont'd) 


Travel  Insurance  1450 

Baggage  Allowances 

Unaccompanied  air  baggage  allowance  1460 

Sea  baggage  allowance  1463 

CHAPTER  XI  -  HOME  FINANCING  SCHEME  (1600  - 1799) 

Interpretation  1600 

Eligibility  Criteria  1602 

Option  for  the  Home  Financing  Scheme  1605 

Assistance  under  the  Home  Financing  Scheme  1610 

Home  Financing  Allowance  1630 

Downpayment  Foan  1645 

Proof  of  Application  of  Foan  1651 

Second  Fegal  Charge  1655 

Payment  of  Downpayment  Foan  1665 

Repayment  of  Downpayment  Foan  1670 

The  Property  1684 

Application  Procedures  1687 

Change  of  Titleship  1689 

Co-ownership  of  Property/C o-renting  of  Accommodation  1690 

Five-in  Requirement  1696 

Forfeiture  of  Housing  Benefits  1705 

Married  Officers  1715 

Change  in  Marital  Status/Spouse’s  joining  Government  1720 

Change  of  Property  1730 


1459 

1462 

1499 

1601 

1604 

1609 

1629 

1644 

1650 

1654 

1664 

1669 

1683 

1686 

1688 

1695 

1704 

1714 

1719 

1729 

1734 


Amendment  No.  20(a)/2008 


TABLE  OF  CONTENTS  (Cont'd) 


Service  of  Notice 

1735  - 

1739 

Consequences  of  Non-compliance 

1740 

Discretion 

1741  - 

1799 

CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME  (1800  - 

1899) 

Interpretation 

1800  - 

1804 

Eligibility  Criteria 

1805  - 

1809 

Assistance  under  the  Accommodation  Allowance  Scheme 

1810  - 

1819 

Application 

1820  - 

1829 

Accommodation  Allowance 

1830  - 

1849 

Live-in  Requirement 

1850  - 

1854 

Married  Officers 

1855  - 

1864 

Change  of  Accommodation/Tenancy  and  Short/Long  Tenancy 

1865  - 

1869 

Hotel  Accommodation 

1870  - 

1879 

Consequences  of  Non-compliance 

1880 

Discretion 

1881  - 

1899 

CHAPTER  XIII  -  RENT  ALLOWANCE  SCHEME  (1900  - 1999) 

Interpretation 

1900 

Eligibility  Criteria 

1901  - 

1904 

Assistance  under  the  Rent  Allowance  Scheme 

1905  - 

1910 

Hotel  Accommodation 

1911  - 

1915 

Rent  Allowance 

1916  - 

1925 

Live-in  Requirement 

1926  - 

1930 

Prevention  of  Double  Housing  Benefits 

1931  - 

1935 

Rent  Allowance  for  Married  Officers 

1936  - 

1945 

Amendment  No.  20(b)/2008 


TABLE  OF  CONTENTS  (Cont’d) 


Application  1946 

Payment  of  Rent  Allowance  1951 

Suspension  of  Rent  Allowance  1961 

Transfer  to  the  Home  Financing  Scheme  or  Home  Purchase  Scheme  1966 

Consequences  of  Non-compliance  1971 

Discretion  1976 


CHAPTER  XIV  -  NON-ACCOUNTABLE  CASH  ALLOWANCE  SCHEME  (2000  - 

Interpretation  2000 

Eligibility  Criteria  for  Officers  offered  appointment  on  the  New  Civil  2001 
Service  Terms  on  or  after  1.6.2000 

Prevention  of  Double  Housing  Benefits  for  Eligible  Participants  offered  2006 
appointment  on  the  New  Civil  Service  Terms  on  or  after  1.6.2000 

Allowance  for  Eligible  Married  Officers  offered  appointment  on  the  New  2016 
Civil  Service  Terms  on  or  after  1.6.2000 

Officers  opting  for  the  Scheme  under  CSR  2021  and  their  Spouses  2021 

Assistance  under  the  Non-accountable  Cash  Allowance  Scheme  2041 


(applicable  to  all  Scheme  participants) 

Application  (applicable  to  all  Scheme  participants)  205 1 

Payment  of  Allowance  (applicable  to  all  Scheme  participants)  2066 

Suspension  of  Allowance  (applicable  to  all  Scheme  participants)  2076 

Consequences  of  Non-compliance  (applicable  to  all  Scheme  participants)  2081 
Discretion  (applicable  to  all  Scheme  participants)  2086 


Civil  Service  Regulations  -  INDEX 


-  1950 

-  1960 

-  1965 

-  1970 

-  1975 

-  1999 

2099) 

-  2005 

-  2015 

-  2020 

-  2040 

-  2050 

-  2065 

-  2075 

-  2080 

-  2085 

-  2099 


Amendment  No.  44(3)/2007 


INTRODUCTION 


Validity  of  Government  Regulations, 
Circulars  and  Circular  Memoranda 


1.  Government  Regulations  regulate  matters  relating  to  the  conduct  of  Government 
business,  the  terms  of  appointment  and  conditions  of  service  for  Government  servants,  financial 
business  and  accounting  operations,  the  management  and  procurement  of  Government  stores  and 
services,  the  security  of  Government  records,  and  other  miscellaneous  matters.  They  do  not 
provide  for  necessary  and  self-evident  exceptions. 

2.  Save  for  Financial  and  Accounting  Regulations  and  Stores  and  Procurement 
Regulations  which  are  made  under  the  provisions  of  the  Public  Finance  Ordinance  (Cap.  2), 
Government  Regulations  are  Regulations  made  by  or  with  the  authority  of  the  Chief  Executive. 
The  sole  authority  for  their  interpretation  and  application  is  the  Chief  Executive,  or  those  to 
whom  he  has  delegated  such  authority. 

3.  Government  Regulations  apply  to  all  Government  servants,  except  in  so  far  as 


(a)  a  contrary  intention  appears  in  Government  Regulations;  or 

(b)  an  alternative  provision  is  made  for  particular  Government  servants 
in  a  piece  of  legislation  which  applies  in  the  Hong  Kong  Special 
Administrative  Region;  or 

(c)  a  Government  Regulation  is  inconsistent  with  the  terms  of  a  piece 
of  legislation  which  applies  in  the  Hong  Kong  Special 
Administrative  Region  which  apply  to  particular  Government 
servants;  or 

(d)  a  particular  Government  servant  is  excluded  by  the  terms  of  his 
employment  from  the  operation  of  a  Government  Regulation. 


4.  Government  Regulations  are  divided  into  7  Volumes  as  shown  below.  The 

following  public  officers  have  been  authorised  to  amend,  supplement,  apply,  interpret  and  make 
exceptions  to  the  Regulations  in  each  Volume  as  shown 


Volume 

1 

2 


Name 

General  Regulations 
Civil  Service  Regulations 


Authority 

Director  of  Administration 
Secretary  for  the  Civil  Service 


Amendment  No.  l(a)/2005 


INTRODUCTION 


Aug 

2007 


Aug 

2007 


3 

(Part  1) 


Financial  and  Accounting  Financial  Secretary/ 

Regulations  Secretary  for  Financial  Services  and 

the  Treasury 


(Part  2)  Standing  Accounting 

Instructions 


Director  of  Accounting  Services 


4  Stores  and  Procurement 

Regulations 


5  Security  Regulations 


Financial  Secretary/ 

Secretary  for  Financial  Services  and 
the  Treasury/Permanent  Secretary  for 
Financial  Services  and  the  Treasury 
(Treasury)# 

Secretary  for  Security 


6 


7 

Permanent  Secretary  for  Commerce 
and  Economic  Development 
(Commerce,  Industry  and  Tourism) 
and  Permanent  Secretary  for 
Constitutional  and  Mainland  Affairs* 


Accommodation  Regulations  Secretary  for  Financial  Services  and 

the  Treasury 

External  Service  Regulations  Secretary  for  the  Civil  Service/ 


#  The  Permanent  Secretary  for  Financial  Services  and  the  Treasury  (Treasury)  is  authorized  to 
apply,  interpret  and  make  exceptions  to  the  Stores  and  Procurement  Regulations  and  related 
Financial  Circulars. 

*  The  Permanent  Secretary  for  Commerce  and  Economic  Development  (Commerce.  Industry  and 
Tourism)  or  Permanent  Secretary  for  Constitutional  and  Mainland  Affairs  is  authorized  to  apply, 
interpret  and  make  exceptions,  where  expressly  stated,  to  the  External  Service  Regulations  in 
respect  of  staff  posted  to  offices  outside  Hong  Kong  maintained  by  the  Government  of  the  Hong 
Kong  Special  Administrative  Region. 

5.  Government  Regulations  may  be  supplemented  by  Circulars  and  Circular 

Memoranda  and  the  instructions  contained  therein  are  of  equal  application  and  force  to  the 
Regulations.  These  Circulars  and  Circular  Memoranda  and  their  issuing  authority  are  described 
below:  - 


General  Regulations 

Civil  Service  Regulations 

Financial  and 
Accounting  Regulations 


General  Circulars  and 
Circular  Memoranda 

Civil  Service  Bureau  Circulars 
and  Circular  Memoranda 

Financial  Circulars  and 
Financial  Services  and  the 
Treasury  Bureau  Circular 
Memoranda 


Director  of 
Administration 

Secretary  for  the  Civil 
Service 

Secretary  for  Financial 
Services  and  the  Treasury 


Amendment  No.  l(b)/2005 


INTRODUCTION 


Standing  Accounting 
Instructions 

Stores  and  Procurement 
Regulations 


Security  Regulations 

Accommodation 

Regulations 

External  Service 
Regulations 


Accounting  Circulars  and 
Treasury  Circular  Memoranda 

Financial  Circulars  and 
Financial  Services  and  the 
Treasury  Bureau  Circular 
Memoranda 

Government  Fogistics 
Department  Circulars  and 
Circular  Memoranda 

Security  Bureau  Circulars 
and  Circular  Memoranda 

Accommodation  Circulars  and 
Circular  Memoranda 

Civil  Service  Bureau  Circulars 
and  Circular  Memoranda 


Director  of  Accounting 
Services 

Secretary  for  Financial 
Services  and  the  Treasury 


Director  of  Government 
Fogistics 

Secretary  for  Security 

Government  Property 
Administrator 

Secretary  for  the 
Civil  Service 


6.  Each  set  of  Circulars  is  issued  in  a  single  numbered  series  with  a  new  series  for 

each  calendar  year.  Circulars  are  reviewed  annually  and  the  first  Circular  of  each  calendar  year 
indicates  which  of  the  previous  Circulars  remain  in  force.  Circular  Memoranda  may  be  numbered 
as  for  Circulars  but  lapse  at  the  end  of  each  calendar  year. 


7-9 


Responsibility  for  knowledge  of  Government  Regulations,  Circulars  and  Circular 
Memoranda 


10.  It  is  the  duty  of  all  Government  servants  other  than  staff  on  daily  rates  of  pay  to  be 
thoroughly  acquainted  with  all  Government  Regulations,  Circulars  and  Circular  Memoranda  on 
Conduct  and  Discipline,  and  such  other  Government  Regulations,  Circulars  and  Circular 
Memoranda  as  appertain  to  their  duties. 

1 1 .  Where  a  Government  servant  disobeys  or  neglects  or  fails  to  observe  the  terms  of 
Government  Regulations,  Circulars  or  Circular  Memoranda  on  Conduct  and  Discipline 
appertaining  to  his  duties,  disciplinary  proceedings  may  be  taken  against  him  and  he  may  be  held 
pecuniarily  responsible  for  any  financial  loss  to  Government  resulting  from  each  disobedience, 
neglect  or  failure. 


Amendment  No.  l(c)/2005 


INTRODUCTION 


Distribution  of  Government  Regulations,  Circulars  and  Circular  Memoranda 

12.  It  is  the  responsibility  of  a  Head  of  Department  to  see  that  all  his  staff  (other  than 
on  daily  rates  of  pay)  are  provided  with,  or  have  made  available  to  them,  Government 
Regulations,  Circulars  and  Circular  Memoranda  on  Conduct  and  Discipline  and  such  other 
Government  Regulations,  Circulars  and  Circular  Memoranda  as  appertain  to  their  duties. 

13.  Government  Regulations,  Circulars  and  Circular  Memoranda  on  Conduct  and 
Discipline  are  available  in  a  separate  edition,  of  which  there  is  a  Chinese  version.  All 
Government  servants  (other  than  staff  on  daily  rates  of  pay)  shall  on  first  appointment  to  the 
service  be  provided  with,  or  have  made  available  to  them  a  copy  of  the  Government  Regulations, 
Circulars  and  Circular  Memoranda  on  Conduct  and  Discipline  either  in  English  or  Chinese  as 
appropriate. 

14.  Copies  of  Government  Regulations,  Circulars  and  Circular  Memoranda  (other  than 
the  separate  editions  on  Conduct  and  Discipline)  are  not  to  be  regarded  as  the  property  of 
individuals  but  as  part  of  the  equipment  of  the  office  for  which  the  copy  is  provided.  It  is  the  duty 
of  Heads  of  Department  to  ensure  that  copies  of  Government  Regulations,  Circulars  and  Circular 
Memoranda  are  not  retained  by  officers  when  transferred  to  another  office. 

15. 

16.  All  Civil  Service  Bureau,  Financial  and  General  Circulars  are  categorised,  on  the 
basis  of  their  respective  contents,  into  one  of  the  following  scales  of  distribution 

Scale  A—  to  be  brought  to  the  attention  of  all  staff; 

Scale  B—  to  be  brought  to  the  attention  of  a  particular  group  or  groups  of  officers 
because  of  matters  such  as  conditions  of  service,  salaries  and  entitlements, 
rules  and  regulations  applicable  to  them  as  individuals; 

Scale  C—  to  be  brought  to  the  attention  of  officers  who,  because  of  the  functions  of  their 
posts,  are  required  to  take  action  on,  or  to  be  informed  of,  the  circular; 

Scale  D—  to  be  brought  to  the  attention  of  officers  who  keep  a  copy  of  a  particular  set  of 
Government  Regulations  and  those,  who  because  of  the  functions  of  their 
posts,  are  required  to  take  action  on,  or  to  be  informed  of,  the  circular. 

There  is  no  fixed  scale  for  distribution  of  Circular  Memoranda.  The  normal  distribution  is 
usually  Directors  of  Bureau,  Permanent  Secretaries  and  Heads  of  Department,  with  copy  to  the 
Judiciary  Administrator.  However,  any  of  the  above  scales  may  be  used,  if  necessary. 

17-99 


Amendment  No.  l(d)/2005 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Nov.  1988 


July  2000 


Mar.  1990 


DEFINITIONS 

100  (1) 

(2)  Grade 

A  group  of  job-related  ranks,  the  higher  of  which  are  normally 
filled  by  promotion  from  the  lower  ranks.  For  example,  the 
Executive  Grade  includes  ranks  of  Executive  Officer  II, 
Executive  Officer  I,  Senior  Executive  Officer,  Chief  Executive 
Officer,  Principal  Executive  Officer  and  Senior  Principal 
Executive  Officer.  However,  it  is  possible  for  a  grade  to 
consist  of  only  one  rank. 

(3)  Rank 

A  sub-division  of  a  grade,  normally  with  a  distinct  functional 
level  of  responsibility,  designated  by  an  appropriate  title  and 
with  a  separate  pay  scale. 

(4)  Post 

The  number  of  posts  in  each  rank  or  grade  regulates  the  number 
of  appointments  in  each  rank  or  grade. 

(5)  Pensionability 

This  derives  from  the  appointment  of  individuals  on  terms 
which  attract  pension  benefits  under  the  Hong  Kong  pensions 
legislation.  Terms  which  attract  pension  benefits  are  referred 
as  pensionable  terms.  Terms  attract  pension  benefits  only  if 
they  specifically  and  expressly  provided  for  such. 

The  terms  of  appointment  and  conditions  of  service  of  officers 
who  are  first  offered  appointment  on  or  after  1  June  2000  do 
not  attract  any  pension  benefits  under  the  pensions  legislation, 
specifically  pension,  gratuity  or  other  allowance  under  the 
Pensions  Ordinance  (Cap.  89)  and  pension  benefits  under  the 
Pension  Benefits  Ordinance  (Cap.  99),  unless  otherwise 
specifically  and  expressly  provided  for  by  the  Government. 

(6)  Appointment 

The  duties  and  responsibilities  of  the  post  in  which  an  officer  is 
serving.  An  Executive  Officer  II  serving  as  an  Assistant 
Secretary  in  the  Civil  Aviation  Department  occupies  a  post  in 
the  rank  of  Executive  Officer  II,  which  is  in  the  Executive 
Officer  Grade,  and  he  holds  the  appointment  of  Assistant 
Secretary,  Civil  Aviation  Department. 

(7)  Establishment 


(a)  The  approved  establishment  is  divided  into  two  parts  : 
the  "permanent"  normal  establishment  and  the 
"supernumerary",  temporary  establishment; 


Amendment  No.  33/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


(7)  (b)  changes  in  the  permanent  establishment  and  creation  of 

supernumerary  posts  for  temporary  purposes  may  be 
made  either  by  the  Legislative  Council  or,  within  the 
limits  of  delegation,  by  certain  public  officers. 
Supernumerary  posts  automatically  lapse  on  31  March 
each  year.  If  such  posts  are  required  for  a  further 
period,  they  must  be  renewed  either  by  inclusion  in  the 
succeeding  year's  Estimates,  or  by  the  authority  of 
officers  operating  under  delegated  powers. 

(8)  Strength 

The  strength  (as  opposed  to  the  establishment)  of  a  rank  is  the 
total  number  of  substantive  officers  occupying  posts  within  that 
rank.  It  does  not  include  officers  temporarily  occupying  vacant 
posts  by  acting.  Strength  can  vary  from  day-to-day  but  the 
approved  establishment  remains  constant  until  specifically 
altered. 

(9)  Substantive  Officer 

An  officer  who  holds  a  particular  post  on  substantive  terms 
(that  is,  not  on  an  acting  or  secondment  basis).  He  may  be 
appointed  on  pensionable  terms  or  on  agreement.  The  number 
of  substantive  officers  must  not  exceed  the  total  approved 
establishment. 

(10)  Temporary  Redeployment 

All  posts  are  supplied  for  a  specific  purpose  as  recorded  in  the 
“Statement  of  Establishment  and  Strength”  maintained  by  each 
department  and  by  the  Financial  Services  and  the  Treasury 
Bureau  of  the  Government  Secretariat.  Posts  may  be 
temporarily  redeployed  for  urgent  reasons,  though  the  Financial 
Services  and  the  Treasury  Bureau  should  be  kept  informed. 
Any  proposal  to  permanent  redeployment  must  be  put  forward 
on  the  same  basis  as  a  request  for  additional  staff. 

(11)  Vacancies 

Unfilled  posts.  A  post  occupied  by  an  officer  acting  is 
nevertheless  vacant.  Filling  a  vacant  post  temporarily  by  an 
acting  appointment  does  not  affect  - 

(a)  the  subsequent  filling  of  the  post  by  a  substantive 
officer  (although,  when  a  substantive  appointment  is 
made,  the  acting  appointment  automatically  lapses); 
or 

(b)  the  creation  of  a  supernumerary  post  in  a  lower  rank 
to  be  held  against  the  vacant  post  for  the  purpose  of  a 
substantive  appointment,  provided  the  total  number 
of  officers  holding  appointments  (substantive  or 
acting)  in  that  rank  and  above  does  not  exceed  the 
overall  establishment  at  and  above  that  level  prior  to 
the  creation  of  the  supernumerary  post. 


Amendment  No.  l(2)/90 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Dec.  1998 


July  2000 


July  2000 


July  2000 


100  (12)  Terms  of  appointments 

(a)  Day-To-Day 

Appointments  which  may  be  terminated  by  both  sides  at 
any  time  without  cause  assigned  by  giving  one  day's 
written  notice  or  payment  of  one  day's  pay  in  lieu  of 
notice  during  the  first  eleven  days  of  employment,  or  by 
giving  seven  days'  written  notice  or  payment  of  seven 
days'  pay  in  lieu  of  notice  after  the  first  eleven  days  of 
employment.  Used  only  to  allow  temporary 
appointment  before  completion  of  recruitment 
formalities.  Not  to  be  confused  with  daily-rated  staff 
employed  on  non-civil  service  contracts  and  paid  from 
votes  other  than  Personal  Emoluments. 

Upon  satisfactory  completion  of  recruitment  formalities, 
appointments  will  be  on  respective  terms  offered  for  the 
posts  concerned,  such  as  probationary,  agreement  terms, 
etc.,  with  retrospective  effect  from  the  date  of 
appointment  on  day-to-day  terms. 

(b)  Month-To-Month 

Appointments  which  may  be  terminated  at  any  time  by 
both  sides  by  giving  one  month’s  notice  or  payment  of 
one  month’s  salary  in  lieu  of  notice. 

(c)  Probation 

Appointments  to  an  established  office  for  a  fixed  period 
of  service  on  observation  as  specified  in  the  letter  of 
appointment  (normally  three  years).  The  appointment 
may  be  terminated  at  any  time  by  both  sides  by  giving 
one  month's  notice  in  writing  or  by  paying  one  month's 
salary  in  lieu  of  notice.  At  the  end  of  the  appointment 
on  probationary  terms,  an  officer  may  be  considered  for 
passage  of  probation  bar  and  further  appointment  on 
agreement  or  permanent  terms  or  any  other  terms  as  may 
be  offered  by  the  Government,  subject  to  any  prevailing 
arrangements,  criteria,  conditions  and  requirements 
(including  service  need,  performance,  conduct, 
qualification,  experience,  ability,  potential,  etc.)  as  may 
be  specified  by  the  Government. 

(d)  Agreement 

Appointments  for  a  fixed  period  of  service  as  specified 
in  the  letter  of  appointment  (normally  up  to  three  years). 
The  terms  of  appointment  and  conditions  of  service  shall 
be  in  accordance  with  the  agreement  of  service  as  may 
be  entered  into.  The  appointment  may  be  terminated  at 
any  time  by  both  sides  in  accordance  with  the  terms  of 
the  agreement,  or  by  three  months'  notice  or  payment  of 
one  month's  salary  in  lieu  of  notice  if  the  agreement  has 
not  so  provided.  A  means  of  fixed-term  appointment  to 
posts  in  established  or  non-established  offices 
(permanent  or  supernumerary). 


Amendment  No.  34(a)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000 


July  2000 


Dec.  1998 


Dec.  1998 


July  2000 


July  2000 


Dec.  1998 


100  (12)  (e)  Permanent 

Appointments  to  an  established  office  on  confirmation 
to  the  permanent  establishment,  as  may  be  offered  by 
the  Government  after  a  period  of  service  on  probation, 
agreement  or  any  other  terms  as  appropriate. 

(f)  Trial 

Appointments  to  an  established  office  on  specific  terms 
of  service  for  a  fixed  period  of  service  on  observation  as 
specified  in  the  letter  of  appointment.  The  appointment 
may  be  terminated  at  any  time  by  either  side  in 
accordance  with  these  regulations.  Used  for 
appointment  of  an  officer  confirmed  to  the  permanent 
establishment  to  a  post  in  another  established  office 
distinct  from  his  own. 

(g)  Local 

The  set  of  terms  offered  to  a  local  officer  appointed 
before  the  introduction  of  common  terms. 


(h)  Overseas 

The  set  of  terms  offered  to  an  overseas  officer  appointed 
before  the  introduction  of  common  terms. 

(i)  Common 

A  common  set  of  terms  of  appointment  and  conditions 
of  service  applicable  to  new  appointees  to  the  civil 
service  on  civil  service  terms  and  conditions  who  are 
offered  appointment  on  or  after  1  January  1999  and 
before  1  June  2000. 


(j)  New 

New  sets  of  terms  of  appointment  and  conditions  of 
service  applicable  to  new  appointees  to  the  civil  service 
on  civil  service  terms  and  conditions  who  are  offered 
appointment  on  or  after  1  June  2000. 


(13)  Localisation  Policy 

The  policy  under  which  preference  will  be  given  to  local 
candidates  for  appointment  to  the  civil  service.  Appointment 
of  non-local  candidates  will  be  considered  only  when  - 

(a)  there  is  no  fully  qualified  and  suitable  local  candidate; 

(b)  the  qualifications  cannot  be  modified  to  enable  a  local, 
in  preference  to  a  non-local  candidate,  to  be  appointed; 
and 

(c)  such  an  appointment  is  not  in  contravention  of  the  Basic 
Law. 


Amendment  No.  34(b)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000 


July  2000 


July  2000 


July  2000 


Oct.  2000 


100  (14)  Local  Officer 

An  officer  who  is  - 

(a)  serving  on  local  terms  (CSR  100(12)(g));  or 

(b)  serving  on  common  terms  (CSR  100(12)(i))  or  new 
terms  (CSR  100(12)(j))  and  is  a  permanent  resident  of 
the  Hong  Kong  Special  Administrative  Region. 

(15)  Non-local  Officers 

An  officer  who  is  - 


(a)  serving  on  overseas  terms  (CSR  100(12)(h));  or 

(b)  serving  on  common  terms  (CSR  100(12)(i))  or  new 
terms  (CSR  100(12)(j))  and  is  not  a  permanent  resident 
of  the  Hong  Kong  Special  Administrative  Region. 

(16)  Probation  Bar 

A  formal  recognition  of  the  end  of  probation.  Specific 
approval  has  to  be  given  by  the  approving  authority  for  an 
officer  to  pass  the  bar,  be  appointed  on  agreement  or 
permanent  terms  or  any  other  terms  as  may  be  offered  by  the 
Government  and  progress  up  the  pay  scale,  subject  to  any 
prevailing  arrangements,  criteria,  conditions  and  requirements 
as  may  be  specified  by  the  Government. 

(17)  Trial  Bar 

A  formal  recognition  of  the  end  of  trial.  Specific  approval  has 
to  be  given  by  the  approving  authority  for  an  officer  to  pass  the 
bar,  be  appointed  on  any  agreement  or  permanent  terms  or  any 
other  terms  as  may  be  offered  by  the  Government  and,  where 
applicable,  progress  up  the  pay  scale,  subject  to  any  prevailing 
arrangements,  criteria,  conditions  and  requirements  as  may  be 
specified  by  the  Government. 

(18)  (Deleted) 


Amendment  No.  57/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000  100  (19)  Confirmation 

The  act  of  appointing  an  officer  to  an  established  office  on 
permanent  terms  and  signifying  confirmation  to  the  permanent 
establishment.  Confirmation  is  considered  and  approved  solely 
at  the  discretion  of  the  Government  and  is  subject  to  any 
prevailing  arrangements,  criteria,  conditions  and  requirements 
as  may  be  specified  by  the  Government.  Confirmation  shall  be 
on  such  terms  and  conditions  as  may  be  specified  by  the 
Government. 


Dec.  1998 


Dec.  1998 


Dec.  1998 


(20)  Promotion  Bar 

The  point  of  segregation  of  ranks  of  a  grade  where  each  rank 
has  a  specific  establishment.  Specific  approval  has  to  be  given 
by  the  appointment  authority  for  an  officer  to  be  promoted 
between  ranks,  subject  to  any  prevailing  arrangements,  criteria, 
conditions  and  requirements  as  may  be  specified  by  the 
Government  (including,  inter  alia,  character,  ability  and  any 
qualifications  and/or  experience  prescribed  for  the  upper  rank), 
and  to  the  availability  of  a  vacancy  in  the  upper  rank. 
Promotion  shall  be  on  such  terms  and  conditions  as  may  be 
specified  by  the  Government. 

(21)  Promotion  Step 

The  point  of  segregation  of  ranks  which  have  a  combined  (i.e. 
total)  establishment,  in  which  there  is  no  specific  limit  to  the 
number  of  posts  in  each  constituent  rank.  Specific  approval 
has  to  be  given  by  the  appointment  authority  for  an  officer  to 
be  promoted  over  a  promotion  step,  subject  to  any  prevailing 
arrangements,  criteria,  conditions  and  requirements  as  may  be 
specified  by  the  Government  (including,  inter  alia,  character, 
ability  and  any  qualifications  and/or  experience  prescribed  for 
the  upper  rank). 

(22)  Acting  Allowance 

A  (non-pensionable)  payment,  additional  to  substantive  pay  on 
taking  up  duties  of  another  office  on  acting  appointment. 
Specific  approval  has  to  be  given  by  the  approving  authority 
for  making  of  acting  appointments  and  payment  of  acting 
allowance  in  accordance  with  these  regulations.  Payment  of  an 
allowance  in  circumstances  other  than  specified  in  these 
regulations  is  at  the  discretion  of  the  Secretary  for  the  Civil 
Service. 


(23)  Acting  Pay 

The  total  of  substantive  pay  and  acting  allowance. 


Amendment  No.  34(d)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000  100  (24)  Conditions  of  Service 

Specific  aspects,  attributes  and  limitations  of  service  of  an 
individual  office.  They  may  relate  to  local,  overseas,  common 
or  new  set  of  terms,  on  probationary,  permanent,  trial, 
agreement,  month-to-month,  or  other  terms  of  appointment, 
and  they  are  governed  by  the  Civil  Service  Regulations  and 
specified  in  the  series  of  General  Forms,  known  as 
"Memoranda  on  Conditions  of  Service",  which  accompany 
letters  of  offer  of  appointment. 

Dec.  1998  (25)  Guide  to  Appointment 

A  check-list  for  individual  ranks  of  different  grades  for  the 
guidance  of  officers  dealing  with  personnel  matters.  This 
document  is  not  part  of  any  agreement  of  service. 

June  2004  (26)  General  Grade 

A  grade  common  to  several  departments  under  the  control  of  a 
central  authority,  e.g.  Executive  Officer,  Clerical  Officer. 

Nov.  1988  (27)  Common  Grade 

A  grade  employed  in  several  departments,  but  which  is  under 
the  control  of  individual  Heads  of  Department,  e.g.  Engineer, 
Photographer. 

Nov.  1988  (28)  Established  Office 

An  office  included  in  the  Established  Offices  Order  published 
in  the  Gazette  under  the  Hong  Kong  pension  legislation. 

Nov.  1988  (29)  Non-established  Office 

An  office  other  than  an  established  office. 


Amendment  No.  24(a)/2004 


July  2000 


July  20 1 8 


Annex  C 

CHAPTER  I  -  APPOINTMENTS,  ETC. 


100  (30)  Category  A  and  Category  B  office 

For  the  purposes  of  pension  related  matters  in  Civil  Service 
Regulations,  officers  appointed  on  pensionable  tenns  are 
classified  as  either  Category  A  or  Category  B  officers  - 

(a)  Category  A  officer  means  an  officer  who  is  appointed  to 
an  established  office  and  who  is  confirmed  in  an 
established  office  at  the  time  of  his  retirement  or 
resignation  from  the  service; 

(b)  Category  B  officer  means  an  officer  holding  - 

(i)  a  non-established  office  at  the  time  of  his 
retirement  or  resignation  from  the  service;  or 

(ii)  an  established  office,  but  is  not  confirmed  in  an 
established  office  at  the  time  of  his  retirement  or 
resignation; 

under  the  Pensions  Ordinance,  Cap.  89  or  Pension  Benefits 
Ordinance,  Cap.  99,  excluding  those  officers  appointed  on 
terms  which  do  not  attract  pension  benefits  under  the  said 
Ordinance,  such  as  officers  serving  under  an  agreement 
providing  for  the  payment  of  a  gratuity. 

As  far  as  discipline  and  related  matters  are  concerned, 
Category  A  and  Category  B  officers  refer  to  the  respective 
groups  of  officers  as  defined  in  section  2  of  the  Public 
Service  (Administration)  Order  (see  CSR  Annex  3.1). 

(31)  Officer  covered  by  the  Civil  Service  Provident  Fund  (CSPF) 
Scheme 

An  officer  who  is  appointed  on  terms  which  attract  retirement 
benefits  under  the  CSPF  Scheme,  irrespective  of  whether  he  is 
subject  to  the  “Terms  and  Conditions  of  the  Civil  Service 
Provident  Fund  Scheme  (for  Officers  Appointed  to  the  Civil 
Service  on  or  after  1  June  2000  but  before  1  June  2015  and 
whose  Normal  Age  of  Retirement  is  55  or  57  for  Disciplined 
Services  Officers  or  60  for  other  Officers)”,  the  “Terms  and 
Conditions  of  the  Civil  Service  Provident  Fund  Scheme  (for 
Officers  Appointed  to  the  Civil  Service  on  or  after  1  June  2000 
but  before  1  June  2015  and  whose  Normal  Age  of  Retirement 
is  60  for  Disciplined  Services  Officers  or  65  for  other 
Officers)”  or  the  “Terms  and  Conditions  of  the  Civil  Service 
Provident  Fund  Scheme  (for  Officers  Appointed  to  the  Civil 
Service  on  or  after  1  June  2015)”.  Terms  of  appointment 
attract  CSPF  benefits  only  if  they  have  specifically  and 
expressly  provided  for  such.  An  officer  whose  terms  of 
appointment  do  not  specify  his  eligibility  for  CSPF  benefits 
will  not  be  entitled  to  such  benefits. 


Amendment  No.  17/2018 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2018  100  (31)  Terms  of  appointment  and  conditions  of  service  of  officers 

who  are  first  offered  appointment  before  1  June  2000  do  not 
attract  any  CSPF  benefits,  unless  otherwise  specifically 
provided  for  by  the  Government  in  their  subsequent 
appointments. 

101-102 


Amendment  No.  18/2018 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Nov.  2002 


Nov.  2002 


SUBSTANTIVE  APPOINTMENTS 


103  Authorities  for  approving  substantive  appointments 

(1)  Secretary  for  the  Civil  Service 

(a)  Appointments  to  offices  up  to  the  rank  of  D8  or 
equivalent  level. 

(b)  These  appointments  may  be  approved  by  officers  in  the 
Civil  Service  Bureau  to  whom  the  Chief  Executive  has 
delegated  his  powers  of  appointment  under  Article 
48(7)  of  the  Basic  Law  and  the  Public  Service 
(Administration)  Order.  Approval  is  given  in 
consultation  with  the  Public  Service  Commission  when 
so  required  by  the  Public  Service  Commission 
Ordinance  and  Regulations  (Cap.  93). 

(2)  Departmental  or  General  Grade  Authority 

(a)  Appointments  to  offices  below  D2  or  equivalent  level 
or  to  offices  excluded  from  the  purview  of  the  Public 
Service  Commission  under  Section  6(2)  of  the  Public 
Service  Commission  Ordinance  (Cap.  93)  and  for 
which  no  other  authority  is  prescribed. 

(b)  These  appointments  may  be  approved  by  departmental 
or  general  grade  officers  to  whom  the  Chief  Executive 
has  delegated  his  powers  of  appointment  under  Article 
48(7)  of  the  Basic  Law  and  the  Public  Service 
(Administration)  Order.  Approval  is  given  in 
consultation  with  the  Public  Service  Commission  when 
so  required  by  the  Public  Service  Commission 
Ordinance  and  Regulations  (Cap.  93). 

104-105 


Amendment  No.  47/2002 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Dec.  98 


Dec.  98 


June  2017 


106  Methods  of  filling  vacancies 

The  methods  of  filling  vacancies  are  - 

(a)  Promotion  exercise  :  the  selection  of  serving  officers  to  fill 
vacancies  of  an  office  in  a  higher  rank  in  the  same  grade  or  an 
office  which  is  specified  as  the  promotion  rank  for  the  office 
that  the  officer  is  holding; 

(b)  In-service  appointment  exercise  :  the  selection  of  serving 
officers  to  fill  vacancies  of  an  office;  and 

(c)  Open  recruitment  exercise  :  the  selection  of  candidates  (outside 
candidates  or  serving  officers)  to  fill  vacancies  of  an  office 
through  open  competition. 

107-108 

109  Means  of  making  substantive  appointment 

Substantive  appointments  may  be  made  by  means  of  the  following  - 

(1)  Promotion 

Promotion  is  the  appointment  of  a  serving  officer  to  an  office 
specified  as  the  promotion  rank  for  the  office  that  the  officer  is 
holding  following  a  promotion  exercise. 

(a)  Selection  of  officers  for  promotion  over  a  promotion  bar 
(defined  in  CSR  100(20))  is  decided  on  the  criteria  of 
character  and  ability,  any  qualifications  prescribed  for  the 
promotion  rank,  and  experience.  Seniority  should  not  be 
given  weight  unless  no  candidate  stands  out  as  the  most 
suitable  officer  for  promotion.  All  eligible  officers, 
irrespective  of  their  terms  of  appointment,  are 
considered  on  equal  terms.  The  following  officers  are 
not  normally  considered  for  promotion  : 

(i)  officers,  if  promoted,  will  have  less  than  twelve 
months  of  active  service  (exclusive  of  final 
extension  of  service  beyond  retirement  age 
under  CSRs  266(2),  267(3),  276(1),  276(8), 
284(1)  and  285(4),  extension  of  service/re¬ 
employment  after  retirement  without  a  break  in 
service  beyond  retirement  age  under  CSRs 
267(2),  275(1)  and  285(1),  or  service  on 
extension/renewal  of  agreement  beyond  the  age 
of  55/57,  60,  or  65,  as  applicable,  under  CSRs 
280(2),  280(3)  and  281(2))  after  the  effective  date 
of  promotion; 


Amendment  No.  12(a)/2017 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Dec.  98 

109 

(1)  (a) 

(ii) 

officers  on  trial  in  another  grade;  and 

(hi) 

officers  on  a  Government  Training  Scholarship. 

(b) 

Promotion  over  a  promotion  step  (defined  in  CSR 

100(21))  is  decided  on  the  criteria  of  character,  ability, 
and  any  qualifications  and/or  experience  prescribed  for 
the  upper  rank. 


Amendment  No.  12(b)/2017 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


April  91 


Dec.  98 


Dec.  98 


109  (2)  Promotion  on  a  personal  basis 

(a)  Under  this  regulation,  a  "specialist"  means  an  officer  who 
has  acquired  knowledge  and  ability  in  a  specialized 
academic,  artistic  or  scientific  discipline  and  has  brought 
his  specialized  knowledge  and  abilities  to  his  duties  and 
has  thus  proved  himself  to  be  valuable  to  the  Government 
beyond  the  level  required  of  his  substantive  appointment. 
It  does  not  mean  an  officer  who  has  specialized  in  some 
branch  of  Government  administration. 

(b)  A  Head  of  Department  or  Head  of  General  Grade  may 
recommend  the  promotion  of  an  officer  to  a  rank  paid  on 
points  45-49  of  the  Master  Pay  Scale  on  a  personal  basis. 
In  making  the  recommendation,  the  Head  of  Department 
or  Grade  must  personally  certify  with  detailed  supporting 
evidence  that  - 

(i)  the  officer  concerned  has  outstanding  specialist 
qualifications  or  experience  suitable  for  Hong 
Kong; 

(ii)  the  duties  he  is  performing  are  essential  to  the 
operation  of  the  department  and  cannot  be  provided 
for  in  any  other  manner; 

(iii)  it  would  not  be  in  the  public  interest  for  him  to  be 
posted  or  promoted  to  other  duties; 

(iv)  the  officer  merits  promotion. 

(c)  Any  promotion  made  under  this  regulation  shall  be  to  a 
non-functional  supernumerary  post  personal  to  the  holder 
to  lapse  when  no  longer  occupied  by  the  officer  promoted 
to  it.  Under  no  circumstances  may  the  existence  of  this 
post  be  made  the  basis  of  a  further  recommendation  for 
promotion.  No  acting  appointment  to  such  a  post  is 
permitted. 

(3)  Appointment  on  transfer  (in-service  transfer) 

(a)  Appointment  on  transfer  is  the  appointment  of  a  serving 
officer  to  another  office  following  an  in-service/open 
recruitment  exercise. 

(b)  Officers  selected  for  appointment  on  transfer  should  be 
released  by  the  former  grade  from  the  current  employing 
department  at  a  date  which  is  agreed  between  the  former 
grade  and  the  new  grade.  Retention  should  not  exceed  the 
period  of  notice  normally  required  for  resignation  or 
termination  of  service. 

(4)  Direct  appointment 

Direct  appointment  is  the  appointment  of  a  person  other  than  a 

serving  officer  to  an  office  following  an  open  recmitment 

exercise. 


110-111 


Amendment  No.  46(b)/98 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Dec.  1998 


July  2000 


July  2000 


July  2000 


July  2000 


112  Terms  for  substantive  appointment 

(1)  Direct  appointees  and  promotees  or  in-service  transferees  who 
have  not  been  confirmed  to  the  permanent  establishment  and  are 
appointed  to  - 

(a)  permanent  posts  in  established  offices  :  on  probation  or  on 
agreement  terms;  or 

(b)  permanent  posts  in  non-established  offices  or 
supernumerary  posts  :  on  month-to-month  terms  or  on 
agreement  terms 

in  accordance  with  the  recruitment  policy  for  the  grade. 

(2)  In-service  transferees  who  have  been  confirmed  to  the 
permanent  establishment  and  are  appointed  on  transfer  to 
permanent  posts  in  established  offices  :  on  trial  terms  or 
agreement  terms  in  accordance  with  the  recruitment  policy  for 
the  grade. 

(3)  Promotees  confirmed  to  the  permanent  establishment  :  continue 
on  existing  terms  approved  for  promotion. 

(4)  All  new  appointees  to  the  civil  service  on  civil  service  terms  and 
conditions  who  were  offered  appointment  on  or  after  1  January 
1999  and  before  1  June  2000  were  appointed  on  common  terms. 

(5)  All  new  appointees  to  the  civil  service  on  civil  service  terms  and 
conditions  who  are  offered  appointment  on  or  after  1  June  2000 
will  be  appointed  on  the  new  sets  of  terms  of  appointment  in 
accordance  with  these  regulations. 

(6)  Serving  officers  appointed  on  local  terms,  overseas  terms  or 
common  terms  before  the  introduction  of  the  new  sets  of  terms 
of  appointment  on  1  June  2000  who  continue  in  service  without  a 
break  will  continue  to  be  subject  to  the  sets  of  terms  of 
appointment  and  conditions  of  service  applicable  to  these 
officers,  and  any  prevailing  rules,  regulations,  arrangements  and 
criteria  applicable  to  continued  service  on  such  terms  and 
conditions  and  transfer  between  them. 

(7)  Pensioners  re-employed  after  a  break  in  service  -  see  Civil 
Service  Regulations  273  and  278. 

113-114 


Amendment  No.  35/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Dec.  98 


Dec.  97 


115  Local  status 

(1)  A  candidate's  status  at  first  appointment  should  be  determined  as 
follows  - 

(a)  a  candidate  who  is  a  permanent  resident  of  the  Hong 
Kong  Special  Administrative  Region  should  be  regarded 
as  a  local  candidate;  and 

(b)  a  candidate  who  is  not  a  local  candidate  should  be 
regarded  as  a  non-local  candidate. 

(2)  Notwithstanding  sub-paragraph  (1),  the  Secretary  for  the  Civil 
Service  (for  directorate  officers)  or  Heads  of  Department/Grade 
(for  non-directorate  officers)  has  the  authority  to  decide  whether 
a  candidate  should  be  regarded  a  local  or  non-local  candidate  in 
a  recruitment  exercise. 

(3)  Appointment  of  non-local  candidate  is  subject  to  the  advice  of 
the  Public  Service  Commission. 


1  lb- 
120 


Amendment  No.  46(d)/98 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000 


121  Revision  of  terms  of  appointment 

(1)  Revision  of  terms  is  solely  at  the  discretion  of  the  Government. 
The  following  provisions  of  this  regulation  are  applicable  only  to 
officers  who  were  first  offered  appointment  before  1  June  2000 
and  who  continued  in  service  without  a  break. 

(2)  If  so  allowed  by  the  Government  and  subject  to  any  terms  as  may 
be  specified  in  the  letter  of  appointment,  a  local  officer  serving  on 
agreement  terms  may  apply  during  the  agreement  to  the 
appropriate  authorities  for  approving  substantive  appointments 
(see  CSR  103)  for  transfer  to  the  permanent  establishment. 

(3)  Upon  receiving  such  an  application  for  transfer  to  the  permanent 
establishment,  it  is  solely  at  the  discretion  of  the  Government  to 
consider  and  approve  the  application  in  accordance  with  any 
applicable  arrangements  and  criteria  prevailing  at  the  time  of  the 
application  as  may  be  promulgated  from  time  to  time  by  the 
Government,  and  to  specify  the  arrangements  and  criteria  for 
considering  and  approving  such  an  application.  Any  approval  for 
transfer  shall  be  on  such  terms  and  conditions  as  may  be  offered 
by  the  Government. 

(4)  The  criteria  for  transfer  to  the  permanent  establishment  may 
include,  inter  alia,  - 

(a)  service  need; 

(b)  any  language  proficiency  requirements  specified  for  the 
grade; 

(c)  continued  satisfactory  conduct  and  efficient  performance  of 
his  work; 

(d)  continued  physical  fitness;  and 

(e)  any  other  requirements  as  may  be  stipulated  by  the 
Government  for  general  application  or  for  the  department, 
grade  or  rank  concerned. 

(5)  If  so  allowed  by  the  Government,  an  officer  serving  on  probation 
or  other  terms  may  apply  for  transfer  to  agreement  terms  in 
accordance  with  any  applicable  arrangements  and  criteria 
prevailing  at  the  time  of  such  application  as  may  be  promulgated 
from  time  to  time  by  the  Government. 


122-123 


Amendment  No.  36/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Dec.  98 


124  Dates  of  appointment  and  assumption  of  duty 

Date  of  appointment  of  an  officer  shall  be  the  date  of  first  assuming 
duty;  or  the  starting  date  of  any  required  duty  visit  or  course  with  pay 
immediately  preceding  assumption  of  duty. 


Amendment  No.  46(f)/98 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


125  Date  of  substantive  promotion 

(1)  The  effective  date  of  promotion  of  an  officer  over  a  promotion  bar 
is  normally  - 

(a)  the  date  on  which  a  vacancy  in  the  upper  rank  becomes 
available;  or 

(b)  the  date  on  which  he  takes  up  the  duties  of  the  higher  office; 
or 

(c)  the  date  on  which  he  is  considered  capable  of  performing 
the  full  duties  of  the  higher  office, 

whichever  is  the  latest.  If  an  officer  is  recommended  for 
promotion  in  absentia,  i.e.  during  his  absence  on  leave  or  the 
period  of  his  secondment  or  trial  in  another  grade,  the  effective 
date  of  his  promotion  may  exceptionally  be  the  date  on  which  a 
vacancy  in  the  upper  rank  becomes  available  or  the  date  on  which 
he  is  considered  capable  of  performing  the  full  duties  of  the  higher 
office,  whichever  is  the  later. 

(2)  The  effective  date  of  promotion  of  an  officer  over  a  promotion  step 
is  normally  the  date  on  which  he  is  considered  in  all  respects  fit  for 
passage  of  the  step. 


126 

127  Seniority 

(1)  Departmental/General  Grade  seniority  rolls  should  be  kept  and  on 
appointment,  officers  should  be  informed  of  their  position  in  the 
roll. 

(2)  Seniority  on  first  appointment  is  normally  determined  by  the  date 
of  appointment.  Where  dates  of  appointment  coincide,  seniority  is 
normally  determined  by  comparative  order  of  dates  of  birth. 
Where  persons  selected  outside  Hong  Kong  take  up  appointment 
on  the  same  date,  their  relative  seniority  is  normally  determined  by 
the  date  of  offer  of  appointment. 

(3)  The  seniority  of  an  officer  who,  before  assuming  duty  but  drawing 
pay,  is  required  to  attend  a  course  of  instruction,  is  reckoned  from 
the  date  of  commencement  of  the  course. 

(4)  An  officer  who  is  promoted  to  a  higher  rank  or  who  transfers 
within  the  service  is  normally  placed  at  the  bottom  of  the  new  rank 
for  purposes  of  seniority. 

(5)  The  notional  seniority  of  an  officer  promoted  in  his  substantive 
grade  during  a  trial  period  in  another  grade  is  as  if  he  were 
promoted  whilst  serving  in  the  substantive  grade. 


Amendment  No.  l(14)/90 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


127  (6)  Officers  in  the  same  rank  promoted  to  a  higher  rank  or 

transferred  to  another  rank  on  the  same  date  retain  their  existing 
relative  seniority. 


Nov.  2002 

(7) 

Where  officers  not  in  the  same  grade  are  appointed 
simultaneously  to  a  new  grade,  their  seniority  is  determined  by 
Permanent  Secretaries/Heads  of  Department/Heads  of  Grade  (for 
officers  up  to  D1  or  equivalent  level)  or  the  Secretary  for  the 
Civil  Service  (for  officers  at  D2  or  above  equivalent  level). 

(8) 

When  transfer/promotion  and  direct  appointment  occur 
simultaneously,  serving  officers  normally  take  higher  seniority. 

Dec.  1997 

(9) 

(Deleted) 

Dec.  1997 

(10) 

(Deleted) 

Feb. 2010 

(11) 

Seniority  is  not  normally  affected  by  absence  on  leave,  whether 
paid  or  unpaid,  though  where  a  total  period  of  unpaid  leave  of 
more  than  12  months  is  granted,  an  adjustment  for  the  unpaid 
leave  period  in  excess  of  12  months  should  normally  be  made  by 
the  Permanent  Secretaries/Heads  of  Department/Heads  of  Grade 
(for  officers  up  to  D1  or  equivalent  level)  or  the  Secretary  for  the 
Civil  Service  (for  officers  at  D2  or  above  equivalent  level). 

(12) 

An  officer  who  leaves  the  service  and  is  later  reappointed 
normally  takes  seniority  from  the  date  of  reappointment. 

Oct.  2000 

(13) 

Incremental  deferment  imposes  a  loss  of  seniority  to  the  extent  of 
the  period  of  deferment.  A  similar  loss  of  seniority  results  from 
withholding  passage  (but  does  not  result  from  adjustment)  of  a 
probation  bar.  The  officer  must  be  informed  of  the  effect  on 
seniority  in  these  circumstances. 

(14) 

The  seniority  of  an  officer  who  is  reverted  in  rank  on  account  of 
misconduct  is  determined  by  the  Secretary  for  the  Civil  Service. 

(15) 

Nothing  in  these  regulations  affects  the  Secretary  for  the  Civil 
Service's  discretion  to  decide  the  seniority  of  an  officer  in  any 
circumstances. 

128-129 

130  Pay  on  Substantive  Appointment 

Mar.  2000 

(1) 

The  entry  pay  of  an  appointee  (including  recruits  on  direct 

appointment,  serving  officers  on  appointment  on  transfer  or 
promotion  and  retirees  on  re-employment  with  a  break  in 
service)  on  substantive  appointment  to  an  office  with  an 
incremental  pay  scale  shall  normally  be  offered  at  the  minimum 
pay  point  of  that  rank  commensurate  with  the  prescribed  entry 
qualifications  and/or  experience.  Individual  grades  may  offer  a 
higher  entry  pay  on  the  pay  scale  of  that  office  to  appointees  to 
take  account  of  relevant  qualifications  and/or  experience  above 
prescribed  levels  in  accordance  with  any  prevailing 
arrangements  as  may  be  promulgated  by  the  Secretary  for  the 
Civil  Service.  Individual  grades  may  also  offer  to  an  appointee 
an  entry  pay  lower  than  the  minimum  pay  point  of  that  rank  if  he 
does  not  meet  the  full  entry  requirements  of  qualifications 
and/or  experience  prescribed  for  that  office. 


Amendment  No.  3/2010 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Mar.  2000  (2)  (a)  Notwithstanding  sub-paragraph  (1),  a  serving  officer 

appointed  on  transfer  to  an  office  with  an  incremental 
pay  scale  shall  be  offered  a  pay  on  transfer  determined 
as  follows,  if  this  is  higher  than  the  pay  offered  under 
sub-paragraph  (1)  - 

/.s  existing  pay  in  former  office 

(1)  minimum  pay  point  of  new  grade  *  minimum  pay  poim  of  formcr  gradc 

(ii)  the  above  amount  capped  by  - 

(1)  the  next  pay  point  immediately  above  the 
pay  point  on  the  pay  scale  of  the  new  office 
nearest  to  the  officer’s  existing  pay  in  the 
former  office;  and 

(2)  maximum  pay  point  of  the  new  office. 

(iii)  the  above  capped  amount  rounded  to  the  nearest 
pay  point  on  the  pay  scale  of  the  new  office. 

(b)  For  an  officer  appointed  on  transfer  to  another  office  on 
his  incremental  date,  for  the  purpose  of  these  rules  his 
pay  in  the  former  office  before  transfer  shall  be  taken  as 
the  pay  he  would  have  received  on  that  date  had  he  not 
been  appointed  on  transfer. 

Mar.  2000  (3)  A  serving  officer  who  is  appointed  on  transfer  to  an  office 

with  an  incremental  pay  scale  but  does  not  meet  the  full 
requirement  of  experience  of  the  new  office  shall  proceed  to 
the  minimum  pay  point  of  the  new  office  only  after  he  has 
attained  sufficient  experience  required  for  that  office.  If  upon 
appointment  he  is  offered  a  pay  on  transfer  at  or  above  the 
minimum  pay  point  of  the  new  office,  he  shall  remain  on  his 
pay  point  on  appointment  on  transfer  until  he  has  attained 
sufficient  experience  required  for  the  office.  He  may  thereafter 
be  considered  for  increment  and  progress  on  the  incremental 
pay  scale. 

Mar.  2000  (4)  Notwithstanding  sub-paragraph  (1),  if  the  pay  of  an  officer  on 

promotion  to  an  office  with  an  incremental  pay  scale  was  no 
less  than  the  minimum  pay  point  of  the  new  office,  he  shall  be 
offered  the  next  pay  point  immediately  above  the  pay  point  on 
the  pay  scale  of  the  new  office  nearest  to  the  officer's  existing 
pay  in  the  former  office,  or  the  maximum  pay  point  of  the  new 
office,  whichever  is  the  lower,  if  this  is  higher  than  the  pay 
offered  under  sub-paragraph  (1). 

Mar.  2000  (5)  Nothing  in  these  regulations  affects  the  authority  and 

discretion  of  the  Secretary  for  the  Civil  Service  to  determine 
the  pay  to  be  offered  to  an  appointee  on  substantive 
appointment  to  an  office  or  to  grant  additional  increments 
under  exceptional  circumstances. 


Amendment  No.  3(b)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Mar.  2000 


Mar.  2000 


Mar.  2000 


Mar.  2000 


131- 

132 


133  Incremental  Dates 

(1)  Subject  to  any  regulations  providing  otherwise,  the  incremental 
date  of  an  appointee  on  substantive  appointment  to  an  office  with 
an  incremental  pay  scale  shall  be  determined  as  follows  - 

(a)  if  the  date  of  appointment,  or  if  the  effective  date  of  pay 
progression  resulting  from  application  of  rules  on  regrading 
or  restructuring,  falls  on  or  between  the  1st  and  the  15th 
day  of  the  month,  the  incremental  date  is  taken  to  be  the 
first  day  of  that  month; 

(b)  if  the  date  falls  on  or  between  the  16th  day  and  the  end  of 
the  month,  the  incremental  date  is  taken  to  be  the  first  day 
of  the  following  month. 

(2)  Adjustment  in  incremental  dates  necessitated  by  the  grant  of 
unpaid  leave  not  counting  for  increments  is  limited  to  full  calendar 
months.  Portions  of  a  month  of  less  than  16  days  are  disregarded; 
portions  of  16  days  or  more  count  as  a  whole  month. 

(3)  The  incremental  date  of  an  officer  who  does  not  meet  the  full 
requirement  of  experience  of  the  office  with  an  incremental  pay 
scale  shall,  upon  the  officer  attaining  sufficient  experience  required 
for  that  office,  be  adjusted  as  if  he  was  appointed  to  that  office  on 
the  date  of  attaining  such  experience. 

(4)  Notwithstanding  sub-paragraph  (1)  above,  the  incremental  date  of 
an  officer  appointed  on  promotion  to  an  office  with  incremental 
pay  scale  shall  be  his  incremental  date  before  promotion  if  - 

(a)  the  pay  of  the  officer  on  promotion  in  the  former  office  is 
less  than  the  minimum  pay  point  of  the  new  office  by  no 
more  than  one  pay  point;  or 

(b)  the  pay  of  the  officer  on  promotion  in  the  former  office  is 
no  less  than  the  minimum  pay  point  but  lower  than  the 
maximum  pay  point  of  his  new  office, 

provided  that  the  officer  is  not  already  receiving  the  maximum  pay 
point  of  his  former  office  at  the  date  of  his  promotion. 
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Amendment  No.  3(c)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jan.  2004 


Jan.  2004 


139  Incremental  award  for  qualifications 

(1)  An  officer  who  - 

(a)  is  serving  in  an  entry  rank  in  a  grade  which  offers  different 
pay  points  for  different  entry  requirements  and  was  offered 
appointment  to  the  rank  before  13  January  2004;  and 

(b)  subsequently  attains  a  higher  qualification  and  the  prevailing 
language  proficiency  requirements  prescribed  for  that  higher 
qualification,  which  is  recognised  for  the  award  of 
increments  to  direct  entrants 

should  be  advanced  in  pay  by  the  same  number  of  increments 
payable  to  direct  entrants  for  that  qualification,  provided  that  on 
appointment,  he  entered  the  pay  scale  for  that  rank  at  the  minimum 
point.  If,  other  than  through  possession  of  post-qualification 
experience,  he  entered  the  pay  scale  above  the  minimum  point  but 
below  the  entry  point  for  the  higher  qualification,  he  should  be 
advanced  in  pay  by  the  number  of  increments  equivalent  to  the 
difference  between  his  actual  point  of  entry  and  the  entry  point  for 
that  qualification.  But  if  for  the  same  reason  he  entered  the  pay 
scale  at  or  above  the  entry  point  for  that  qualification,  he  will  not 
be  eligible  for  advancement  in  pay.  The  incremental  award  is 
capped  by  the  maximum  pay  point  of  the  rank. 

(2)  An  officer  seeking  the  grant  of  incremental  award  under  this 
regulation  should  make  an  application  with  full  documentary 
evidence  to  his  Bureau/Department/Grade  for  consideration  as 
soon  as  he  attains  the  higher  qualification  and  the  prevailing 
language  proficiency  requirements  prescribed  for  that  higher 
qualification.  Upon  verifying  the  documentary  evidence,  the 
Permanent  Secretary/Head  of  Department/Grade  (PS/HoD/HoG) 
should  approve  or  reject  the  application  normally  within  30 
calendar  days  from  the  date  the  officer  submitted  his  application 
with  all  the  necessary  evidence.  The  incremental  award  granted 
shall  take  effect  from  the  date  when  PS/HoD/HoG  approves  the 
application.  If  the  approval  is  given  after  the  officer  has  submitted 
the  application  with  all  the  necessary  evidence  by  more  than  30 
calendar  days,  the  grant  of  incremental  award  shall  take  effect  30 
calendar  days  after  the  date  the  officer  submitted  his  application 
with  all  the  necessary  evidence.  The  grant  of  incremental  award 
under  this  regulation  does  not  affect  the  officer's  incremental  date. 


Amendment  No.  5(a)/2004 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jan.  2004 


Jan.  2004 


Aug.  2000 


140  Adjustment  of  entry  pay  on  acquiring  the  normal  entry  qualification 

(1)  An  officer  who  did  not  possess  the  normal  entry  qualification  and 
entered  the  respective  rank  below  the  minimum  point  on  first 
appointment  is  not  eligible  for  any  upward  adjustment  in  pay  if  he 
subsequently  attains  the  normal  entry  qualification  and  the 
prevailing  language  proficiency  requirements  prescribed  for  the 
entry  qualification.  However,  if  the  officer  has  not  yet  reached  the 
pay  point  for  the  normal  entry  qualification  by  normal  progression 
and  - 

(a)  was  offered  appointment  to  the  rank  which  offers  sub-entry 
pay  point(s)  below  the  minimum  point  for  normal  entry 
qualification  before  13  January  2004;  and 

(b)  subsequently  attains  the  requisite  qualification  and  the 
prevailing  language  proficiency  requirements  for  normal 
entrants, 

he  is  eligible  for  an  upward  adjustment  in  pay. 

(2)  An  officer  seeking  an  adjustment  in  pay  under  this  regulation 
should  make  an  application  with  full  documentary  evidence  to  his 
Bureau/Department/Grade  for  consideration  as  soon  as  he  attains 
the  normal  entry  qualification  and  the  prevailing  language 
proficiency  requirements  prescribed  for  the  entry  qualification. 
Upon  verifying  the  documentary  evidence,  the  Permanent 
Secretary/Head  of  Department/Grade  (PS/HoD/HoG)  should 
approve  or  reject  the  application  normally  within  30  calendar  days 
from  the  date  the  officer  submitted  his  application  with  all  the 
necessary  evidence.  The  officer's  pay  will  be  adjusted  as  if  he  was 
appointed  on  the  date  the  PS/HoD/HoG  approves  the  application. 
If  the  approval  is  given  after  the  officer  has  submitted  the 
application  with  all  the  necessary  evidence  by  more  than  30 
calendar  days,  the  adjustment  shall  take  effect  30  calendar  days 
after  the  date  the  officer  submitted  his  application  with  all  the 
necessary  evidence. 

141 

142  Medical  examination 

(1)  Candidates  who  are  selected  for  appointment  to  an  office  in  the 
following  circumstances  are  required  to  undergo  medical 
examinations  by  a  medical  practitioner  or  agency  authorised  by  the 
Government  ("authorised  medical  practitioner")  to  certify  the 
candidate  as  medically  fit  for  employment  and,  where  applicable, 
satisfy  any  medical  examination  requirements  for  that  particular 
office  as  may  be  stipulated  by  the  recruiting  department  - 

(a)  candidates  outside  the  civil  service; 

(b)  serving  officers  on  appointment  or  transfer  to  an  office 
which  has  distinct  medical  fitness  standards;  or 

(c)  serving  officers  on  transfer  to  the  permanent  establishment 
under  CSR  121. 


Amendment  No.  5(b)/2004 


CHAPTER  I  -  APPOINTMENTS,  ETC. 

Aug.  2000  142  (2)  If  a  candidate  selected  for  appointment  has  a  disability, 

departments/grades  should  ensure  full  compliance  with  the 
provisions  in  the  Disability  Discrimination  Ordinance  (Cap.  487) 
and  the  Code  of  Practice  on  Employment  issued  from  time  to  time 
by  the  Equal  Opportunities  Commission  under  that  Ordinance  in 
conducting  the  medical  examination  and  considering  whether  to 
offer  appointment  to  the  candidate  concerned.  In  particular,  the 
recruiting  department  is  required  to  provide  reasonable 
accommodation  to  a  selected  candidate  with  a  disability  to  enable 
him  to  perform  the  inherent  job  requirements  of  the  office. 

Aug.  2000  (3)  If  the  recmiting  department  considers  that  a  selected  candidate  with 

a  disability  should  not  be  offered  appointment,  it  would  have  to 
fully  justify  why  it  could  not  provide  reasonable  accommodation  to 
enable  the  selected  candidate  to  perform  the  inherent  job 
requirements  of  the  office,  or  why,  despite  the  provision  of 
reasonable  accommodation,  the  candidate  is  considered  unable  to 
perform  the  inherent  job  requirements  of  the  office.  Such  cases 
should  be  referred  to  an  officer  in  the  recruiting  department  not 
below  the  rank  of  Assistant  Director  duly  authorised  by  his  Head  of 
Department/Grade  for  consideration. 

Aug.  2000  (4)  A  Head  of  Department/Grade  or  his  delegate  not  below  D1  level 

who  is  normally  responsible  for  human  resource  management  or 
administration  may  waive  the  requirement  of  a  medical 
examination  prior  to  the  offer  of  appointment  to  a  selected 
candidate  provided  that  the  appointment  does  not  have  distinct 
requirements  for  fitness. 

Aug.  2000  (5)  A  female  candidate  should  not  be  refused  appointment  solely  on 

account  of  her  inability  to  undergo  part  of  the  stipulated  medical 
examination  for  the  office  due  to  pregnancy.  If  the  candidate  can 
satisfy  the  rest  of  the  medical  examination  requirements,  or  if  she  is 
assessed  as  temporarily  unfit  for  appointment  solely  on  account  of 
pregnancy,  the  appointment  authority  may  offer  appointment  to 
her.  The  appointment  authority  should  explain  to  the  candidate  that 
she  has  not  been  assessed  to  be  medically  fit  for  appointment,  in 
order  to  facilitate  her  consideration  whether  to  accept  the 
appointment.  If  appointed,  the  appointment  authority  should 
arrange  for  the  candidate  to  undergo  medical  examination  after 
confinement  and  decide  whether  she  is  fit  for  appointment. 

Aug.  2000  (6)  The  medical  examination  report  issued  by  an  authorised  medical 

practitioner  is  valid  for  five  months.  Re-examination  is  necessary 
for  appointments  to  be  made  more  than  five  months  after  date  of 
examination. 
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Amendment  No.  46(b)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  98  144  Re-appointment  of  female  officers  after  retirement  on  marriage  under 

Pensions  Ordinance,  Cap.  89 


(1)  A  woman  officer  - 

(a)  who  was  appointed  to  a  pensionable  office  on  a  date  before 
the  removal  of  the  marriage  bar  on  17th  November  1972  and 
was  subsequently  confirmed  to  the  permanent  and 
pensionable  establishment;  and 

(b)  who  elects  to  retire  on  marriage  and  wishes  to  continue  in  the 
service  after  marriage, 

may  apply  for  re-appointment.  Such  application  should  be  made 
when  the  officer  gives  notice  of  her  intention  to  marry,  i.e.  at  least 
one  month  before  her  marriage.  If  her  application  is  approved,  she 
will  be  issued  with  a  formal  letter  of  appointment  and  a 
“Memorandum  on  Conditions  of  Service”  setting  out  her  new  terms 
and  conditions  of  service;  this  should  be  copied  to  the  Director  of 
Accounting  Services  and  the  Director  of  Audit. 


Amendment  No.  46(c)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  98 


July  98 


July  98 


July  98 


144  (2)  Provided  her  re-appointment  after  marriage  is  to  the  same  rank  as 

(Cont’d)  before  marriage  and  the  officer  resumes  duty  without  a  break  of 

service  (i.e.  immediately  upon  the  expiration  of  her  earned  vacation 
leave)  or  after  such  longer  period  as  may  be  permitted  in  special 
circumstances  by  the  Secretary  for  the  Civil  Service,  the  re¬ 
appointment  of  an  officer  of  this  category  will  be  on  the  following 
terms  and  conditions  - 

(a)  the  re-appointment  will  be  on  month-to-month  terms,  or  on 
agreement  if  in  accordance  with  the  recruitment  policy  for  the 
rank  or  grade  concerned; 

(b)  no  medical  examination  is  necessary  before  re-appointment; 
this  condition  applies  only  where  the  officer  resumes  duty 
immediately  upon  the  expiration  of  her  earned  vacation  leave; 

(c)  the  effective  date  of  re-appointment  will  be  the  date  of  her 
resumption  of  duty  after  marriage; 

(d)  on  re-appointment,  she  will  enter  at  the  same  salary  point  in, 
and  continue  on,  the  same  pay  scale  as  before  her  marriage 
(her  incremental  date  being  adjusted,  if  necessary,  by  the 
length  of  any  unpaid  leave  granted);  and 

If  she  is  re-appointed  to  a  rank  in  another  grade,  her  re-appointment 
will  be  on  month-to-month,  agreement  or  probationary  terms  as 
appropriate,  in  accordance  with  the  recruitment  policy  for  the  rank 
concerned. 

(3)  The  authority  for  re-appointment  is  the  same  as  that  set  out  in  Civil 
Service  Regulation  103. 


[ICH10014W7] 


Amendment  No.  3 1  (b)/98 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Aug.  2000 


Mar.  90 


145  Employment  of  disabled  persons 

(1)  It  is  Government  policy  to  place  the  disabled  in  appropriate  jobs 
wherever  possible.  This  is  consistent  with  the  Government’s 
general  policy  to  integrate  the  disabled  into  the  community  through 
the  process  of  vocational  rehabilitation  and  eventual  gainful 
employment  in  the  commercial  and  industrial  sector  as  well  as  in 
the  Civil  Service.  To  achieve  this,  Government  must  continue  to 
give  a  lead  in  placing  the  disabled  in  appropriate  jobs  in  the  Civil 
Service,  recognising  that  the  abilities  of  many  disabled  persons 
outweigh  their  disabilities  and  that  only  in  productive  and 
remunerative  employment  will  their  fullest  possible  vocational, 
social  and  economic  potential  be  realised.  Disabled  employees  have 
much  to  offer.  Their  very  lack  of  mobility,  coupled  with  the  fact 
that  their  employment  enables  them  to  regain  self-respect  and  hence 
generates  considerable  job  satisfaction,  means  that  they  are  likely  to 
be  hard-working  and  loyal. 

(2)  Disabled  persons  applying  for  appointment  in  the  Civil  Service 
should  be  considered  on  equal  terms  with  other  applicants.  If  they 
are  found  suitable  for  employment,  they  should  be  given  an 
appropriate  degree  of  preference  for  appointment  over  other 
applicants.  A  disabled  person  found  suitable  to  carry  out  the  duties 
of  a  particular  post  may  be  recommended  for  appointment  even 
though  he  may  not  be  able,  on  account  of  his  disability,  to  perform 
the  duties  of  every  post  in  the  same  rank;  if  his  appointment  on  this 
basis  is  approved,  it  should  be  made  clear  to  him  that  his  disability 
may  limit  his  posting  and  may  therefore  affect  his  prospects  for 
advancement. 

(3)  The  Selective  Placement  Service  of  the  Labour  Department  takes 
note  of  advertisements  for  Government  posts  and,  if  there  are 
registered  disabled  persons  who  can  undertake  the  duties  involved, 
refer  particulars  to  the  recruiting  department  for  consideration  with 
other  applications  received.  Where  recruitment  is  not  by 
advertisement  and  if  the  recruiting  department  considers  that  the 
duties  involved  can  be  undertaken  by  disabled  persons,  details 
should  be  notified  direct  to  the  Officers-in-charge  of  the  Service. 
They  should  also  be  provided  with  copies  of  all  subsequent 
correspondence  exchanged  between  the  recruiting  department  and 
any  disabled  persons  referred  by  them  to  the  department.  If  a 
disabled  candidate  referred  by  the  Service  is  not  selected,  the 
selection  board's  findings  should  be  referred  to  an  officer  not  below 
the  rank  of  Assistant  Director  duly  authorised  by  his  Head  of 
Department/Grade  to  deal  with  such  matters  for  consideration  and 
decision  as  to  whether  the  board's  findings  should  be  accepted  or 
the  board  should  be  asked  to  reconsider  them  in  the  light  of 
Government's  policy  on  the  employment  of  disabled  persons  set  out 
in  Civil  Service  Regulation  145.  The  Officers-in-charge  of  the 
Service  should  be  advised  of  the  reasons  for  the  non-selection  of  a 
disabled  candidate  referred  by  them.  The  Service  should  also  be 
consulted  on  the  suitability  of  persons  with  a  specific  handicap  for 
employment  in  a  particular  job. 


Amendment  No.  47(a)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Aug.  2000 


Mar.  90 


Mar.  90 


145 


(4)  If  a  disabled  candidate  is  considered  to  be  suitable  for  appointment, 
the  recruiting  department/grade  should  state  clearly  in  the  referral 
letter  to  the  authorised  medical  practitioner  that  it  is  known  that  the 
candidate  has  a  disability  (which  should  be  described)  and  that  the 
disability  would  not  prevent  the  candidate  from  satisfactorily 
performing  the  duties  of  the  office.  If  the  authorised  medical 
practitioner  finds  the  candidate  medically  fit  for  appointment 
notwithstanding  his  disability,  the  same  terms  should  be  offered  as 
would  apply  in  general  to  the  appointment. 

(5)  If,  during  a  disabled  officer’s  probationary  period,  it  is  considered 
necessary  to  terminate  his  service  and  the  cause  of  this  appears  to 
be  attributable  to  his  suitability,  the  Secretary  for  the  Civil  Service 
should  be  consulted  before  any  action  is  taken.  The  Selective 
Placement  Service  of  the  Labour  Department  should  be  informed  of 
the  intended  termination  of  the  service  of  disabled  officers 
originally  recommended  for  appointment  by  the  Service. 

(6)  When  a  recommendation  is  made  by  a  medical  board  that  an  officer 
should  be  invalided  from  the  service  on  account  of  a  physical 
disability,  i.e.,  because  he  is  no  longer  considered  capable  of 
carrying  out  the  duties  of  his  office  in  his  impaired  condition,  the 
Secretary  for  the  Civil  Service  should  be  advised  so  that  the 
possibility  of  transferring  the  officer  to  another  post  may  be 
considered. 


(7)  Departments  employing  disabled  persons  should  arrange  with  the 
Maintenance  Branch  of  the  Architectural  Services  Department  for 
any  necessary  alterations  to  office  premises  and  fittings  (e.g.  toilet 
facilities)  to  be  carried  out  for  the  convenience  of  disabled  officers. 


Amendment  No.  47(b)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


145  (8)  On  1st  April  each  year  departments  should  forward  to  the  Secretary 

for  the  Civil  Service  a  list  of  disabled  persons  (i.e.  persons  who  are 
physically  or  mentally  disabled)  they  currently  employ  and  of  those 
who  have  left  since  the  last  return.  The  list  should  include  members 
of  General  Grades  and  contain  the  following  particulars  - 

(a)  Part  A  -  Disabled  persons  currently  employed  (including 


officers  who  have  suffered  impairment  whilst  in  the  service 

since  first  appointment) 

(i) 

Name  of  disabled  person  (if  he  has  suffered 
impairment  since  the  last  return  an  asterisk  should 
be  shown  after  his  name); 

(ii) 

date  of  appointment  (if  the  disabled  person  was 
recruited  since  the  last  return  two  asterisks  should 
be  shown  after  the  date); 

(iii) 

appointment  held; 

(iv) 

terms  of  appointment  (i.e.  permanent,  on  probation, 
temporary  month-to-month,  or  on  agreement); 

(v) 

nature  of  disability. 

Part  B 

-  Disabled  persons  who  have  left  the  department 

since  the  last  return 


(i)  Name  of  disabled  person; 

(ii)  appointment  last  held; 

(iii)  terms  of  appointment  (i.e.  permanent,  on  probation, 
temporary  month-to-month,  or  on  agreement); 

(iv)  nature  of  disability; 

(v)  date  on  which  disabled  person  left  the  department; 


146- 
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148  Employment  of  ex-prisioners,  persons  convicted  of  criminal  offences  and 
other  offenders 


(1)  The  Government  as  the  largest  individual  employer  can  give  a  lead 
in  the  employment  of  ex-prisoners,  criminals  and  offenders  and 
should  do  so  where  this  is  not  inconsistent  with  the  public  interest. 
Youthful  offenders  who  have  successfully  completed  a  probation 
term  and  young  persons  who  have  served  sentences  of  detention  in 
correctional 


Amendment  No.  l(24)/90 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


May  93 


Mar.  90 


May  93 


148  (1)  institutions  for  minor  offences  should  be  given  especial  sympathetic 

consideration. 


(2)  Applications  for  employment  should  be  considered  on  their  merits, 
and  a  decision  whether  or  not  to  employ  a  person  with  a  criminal 
record  or  against  who  a  probation  order  or  an  order  for  conditional 
discharge  was  made  should  depend  on  his  general  character  and 
experience  and  on  his  record  before  and  after  the  offence  for  which 
he  was  convicted  or  an  order  recorded.  It  is  however  to  be  expected 
that  an  applicant  would  not  be  appointed  to  a  post  where  the  nature 
of  the  duties  relate  to  the  nature  of  the  offence  which  led  to 
conviction,  unless  the  likelihood  of  any  repetition  of  the  offence  or 
a  similar  offence  is  so  slight  that  it  could  be  ignored. 

(3)  A  first  examination  of  an  applicant’s  record  may  reveal  an  offence 
of  such  a  nature  as  to  make  him  unsuitable  for  employment  in  any 
capacity  (corruption,  rape,  robbery,  serious  crimes  of  violence,  etc.) 
If  not,  consideration  should  then  be  directed  to  whether  the  offence 
is  of  a  kind  that  would  make  a  candidate  unsuitable  for  the  duties  of 
the  particular  post  under  recruitment.  The  approving  authority  has 
discretion  whether  or  not  to  appoint  the  candidate,  subject  to  the 
advice  of  the  Public  Service  Commission  when  so  required  by  the 
Public  Service  Commission  Ordinance  and  Regulations  (Cap.  93). 

(4)  A  report  may  be  called  for  from  the  Social  Welfare  Department,  if 
more  information  is  required  on  a  candidate  who  is  an  ex¬ 
probationer. 

(5)  When  an  applicant  has  been  convicted  of  an  offence  connected  with 
security  matters,  e.g.  triad  activities,  the  recruiting  authority  should 
seek  the  advice  of  the  Commissioner  of  Police.  A  report  should  be 
obtained  from  the  Commissioner  of  Correctional  Services  if  the 
candidate  is  an  ex-prisioner. 


149- 

150 

151  Employment  of  ex-drug  addicts  and  drug  addicts  maintained  on 
methadone 


The  employment  of  an  ex-drug  addict  or  a  drug  addict  maintained  on 
methadone  in  any  post  is  allowed  at  the  discretion  of  the  approving 
authority,  subject  to  the  advice  of  the  Public  Service  Commission  when  so 
required  by  the  Public  Service  Commission  Ordinance  and  Regulations 
(Cap.  93),  and  also  to  the  following  conditions  - 

(a)  he  should  be  considered  on  equal  terms  with  other  applicants; 
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15 1  (b)  if  he  has  a  previous  court  conviction  for  drug  offences,  the  nature  of 

such  offences  should  be  examined  and,  if  he  has  been  to  prison,  a 
report  on  his  conduct  and  behaviour  should  be  obtained  from  the 
Commissioner  of  Correctional  Services;  in  this  connection,  it 
should  be  noted  that  offences  such  as  possession  of  a  small  quantity 
of  drugs  for  self-consumption  should  not  normally  debar 
employment,  but  receiving,  manufacturing  and  trafficking  offences 
would; 

(c)  if  a  drug  addict  maintained  on  methadone  is  found  suitable  for 
employment,  he  should  be  required  to  produce  a  certificate  from  the 
Department  of  Health  to  the  effect  that  his  attendance  at  a 
methadone  centre  has  been  continuous  for  at  least  one  month  and 
that  his  urine  tests  for  drugs  are  negative.  His  employment  should 
be  on  temporary  day-to-day  terms,  terminable  on  payment  by 
Government  of  7  days'  pay  - 

(i)  if  at  any  time  he  is  found  to  be  re-addicted  to  drugs;  or 

(ii)  if  he  fails  to  attend  the  methadone  centre  for  treatment  for 
three  consecutive  appointments  without  acceptable  reasons. 

He  would  be  eligible  for  consideration  for  transfer  to  more 
permanent  terms  of  employment  (i.e.  temporary  month-to-month  or 
probationary  terms  as  appropriate)  if  the  Director  of  Health  certifies 
that  he  no  longer  requires  methadone  treatment. 

152-159 


Amendment  No.  l(a)/2000 
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ACTING  APPOINTMENTS 

1 60  Authorities  for  approving  acting  appointments 

(1)  Departmental  or  General  Grade  Authority 

(a)  All  acting  appointment  other  than  those  described  in  2(a)-(e) 
and  3  (a)-(b)  below. 

(b)  The  following  acting  appointments  shall  be  approved  by  the 
appropriate  authority  for  substantive  appointment  (see  CSR 
103)  in  consultation  with  the  Public  Service  Commission  if 
the  filling  of  the  acting  office  requires  the  advice  of  the 
Commission  under  the  Public  Service  Commission  Ordinance 
and  Regulations  (Cap.  93),  and  shall  be  subject  to  review  at 
regular  intervals,  or  such  intervals  as  may  be  advised  by  the 
Public  Service  Commission  - 

(i)  if  it  is  the  intention  to  appoint  the  officer  to  act  in  an 
office  with  a  view  to  assessing  his  suitability  for 
substantive  appointment  to  that  office  (acting  with  a 
view  to  substantive  appointment);  or 

(ii)  if  the  acting  appointment  is  expected  or  likely  to  last  or 
has  lasted  for  longer  than  6  months  (acting  with 
administrative  convenience). 

(2)  Secretary  for  the  Civil  Service 

(a)  acting  appointments  to  Permanent  Secretary  posts  subject  to 
prior  endorsement  of  the  relevant  Directors  of  Bureau  (or 
supervising  officers  if  there  is  no  relevant  Director  of 
Bureau). 

(b)  For  the  purpose  of  CSR  160(2)(a),  Permanent  Secretary  posts 
include  those  posts  at  D8  or  equivalent  rank  under  the 
establishment  of  the  Administrative  Officer  Grade. 

(c)  Acting  appointments  exceeding  90  days  to  Head  of 
Department  posts  which  do  not  have  separate  Heads  of  Grade. 

(d)  Acting  appointments  to  posts  above  D1  level  or  equivalent  - 

(i)  if  it  is  the  intention  to  appoint  the  officer  to  act  in  a 
post  with  a  view  to  assessing  his  suitability  for 
substantive  appointment  to  that  post  (acting  with  a 
view  to  substantive  appointment);  or 
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160  (2)  (d)  (ii)  if  the  acting  appointment  is  expected  or  likely  to  last  or 

has  lasted  for  longer  than  6  months  (acting  with 
administrative  convenience). 

These  acting  appointments  shall  be  approved  in  consultation 
with  the  Public  Service  Commission  if  the  filling  of  the  acting 
office  requires  the  advice  of  the  Commission  under  the  Public 
Service  Commission  Ordinance  and  Regulations  (Cap.  93), 
and  shall  be  subject  to  review  at  regular  intervals,  or  such 
intervals  as  may  be  advised  by  the  Public  Service 
Commission. 


(e)  Acting  appointments  where  full  duties  of  the  office  will  not 
be  undertaken,  other  than  those  described  under  CSR  172(8). 

(3)  Permanent  Secretary 


(a)  Acting  appointment  of  90  days  or  less  to  Head  of  Department 
posts  and  posts  of  equivalent  status. 

(b)  In  those  cases  where  Head  of  Department  posts  are  not  under 
any  Permanent  Secretaries,  the  approving  authority  for  the 
acting  appointments  of  90  days  or  less  to  those  posts  rest  with 
the  respective  supervising  officers. 


161- 

165 
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166  Circumstances  of  acting  appointments 

(1)  Acting  appointment  is  a  non-substantive  appointment  by  which  an 
officer  is  appointed  to  undertake  the  duties  of  a  vacant  post. 

(2)  Acting  appointments  should  be  made  only  when  it  is  necessary  and 
justified  - 

(a)  to  try  out  the  performance  of  an  officer  in  a  higher  rank  such 
that  his  performance  may  be  observed  for  the  purpose  of 
assessing  his  suitability  for  substantive  appointment;  or 

(b)  to  appoint  an  officer  to  perform  in  the  capacity  of  an  office 
and  undertake  its  duties  and  responsibilities  in  the  temporary 
absence  of  substantive  holder  to  meet  management  or 
operational  needs. 

(3)  The  approving  authority  may  appoint  an  officer  to  act  in  the 
following  circumstances  - 

(a)  acting  for  administrative  convenience:  when  it  is  considered 
necessary  to  appoint  the  officer  to  an  office  to  meet 
management  or  operational  needs  or  to  try  out  the  officer's 
performance  in  a  higher  rank;  or 

(b)  acting  with  a  view  to  substantive  appointment:  when  the 
officer  is  recommended  for  appointment  through  a  selection 
exercise  subject  to  a  period  of  observation  before  substantive 
appointment. 

Unless  expressly  specified  or  otherwise  provided,  acting 
appointments  are  made  for  administrative  convenience. 

(4)  The  approving  authority  should  consciously  decide  on  the  most 
appropriate  form  of  acting  appointment  to  be  made.  Where 
appropriate,  acting  appointment  for  the  supervising  officer  to  cover 
the  duties  of  the  subordinate  (i.e.  doubling-down)  during  the  latter’s 
absence  should  be  considered  rather  than  automatically  arranging 
for  other  types  of  acting  appointment. 

(5)  For  an  office  where  its  substantive  holder  is  temporarily  absent  and 
if  acting  appointments  are  considered  necessary  and  justified,  the 
duties  of  the  office  can  be  - 

(a)  covered  by  the  supervising  officer  (i.e.  doubling-down);  or 

(b)  shared  by  other  officers  or  performed  by  an  officer  appointed 
to  act  in  the  vacant  office  in  addition  to  undertaking  the  duties 
of  his  own  office  at  the  same  time  ("doubling");  or 

(c)  when  (a)  and  (b)  above  are  not  possible,  performed  by  an 
officer  appointed  to  act  in  the  vacant  office;  and  the  duties  of 
the 
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166  (5)  (c)  consequential  vacant  office  can  be  undertaken  on  a  "shared" 

or  "doubling"  basis  without  any  further  consequential  acting 
appointments. 

The  approving  authority  should  not  approve  consequential 
acting  appointments  in  excess  of  the  level  prescribed  in  (c) 
above  unless  exceptional  approval  from  the  Civil  Service 
Bureau  has  been  obtained.  Such  exceptional  approval  would 
only  be  given  in  very  exceptional  circumstances  for  fully 
justified  cases. 


(6)  The  approving  authority  should,  as  far  as  practicable  having  regard 
to  management  considerations  and  operational  circumstances, 
appoint  officers  to  act  on  a  fair  basis.  For  an  acting  appointment 
that  is  expected  or  likely  to  last  or  has  lasted  for  more  than  six 
months,  the  approving  authority  should  follow  the  normal 
procedures  for  selection  for  substantive  appointment  to  select  an 
officer  to  take  up  the  acting  appointment,  subject  to  the  advice  of 
the  Public  Service  Commission  as  appropriate. 

(7)  Apart  from  those  acting  appointments  for  the  purpose  of  testing  an 
officer’s  suitability  for  substantive  promotion  or  those  acting-up 
appointments  for  filling  time-limited  posts  for  a  known  duration,  all 
other  acting  appointments  should  be  reviewed  at  quarterly  intervals 
to  ensure  that  there  is  indeed  a  continued  need  for  the  acting 
appointments. 


167  -  168 


169  Terms  of  service  for  acting  appointments 

An  officer  acting  in  another  post  retains  the  terms  of  service  of  his 
substantive  appointment  and  would  not  be  eligible  for  any  terms  of  service 
pertaining  to  the  acting  office. 

170  Acting  appointment  with  a  view  to  substantive  appointment  and 

cessation  of  such  acting  appointment 

(a)  An  officer  appointed  to  act  in  another  office  with  a  view  to 
assessing  his  suitability  for  substantive  appointment  to  that  office 
should  be  informed  in  writing  of  the  purpose  of  his  acting 
appointment. 

(b)  The  period  of  an  acting  appointment  made  with  a  view  to 
substantive  appointment  is  6  months  normally  or  any  period  as  may 
be  recommended  by  the  selection  board  or  approved  by  the 
approving  authority  for  substantive  appointment;  and  may  be  varied 
for  particular  reasons  in  which  case  the  reasons  should  be  explained 
to  the  officer  appointed  to  act. 

(c)  Staff  reports  on  an  officer  appointed  to  act  in  a  higher  rank  with  a 
view  to  substantive  appointment  should  be  made  at  quarterly 
intervals  and  submitted  to  the  Heads  of  Department  or  Heads  of 
Grade,  so  that  any  doubts  on  the  suitability  or  otherwise  of  the 
officer  for  substantive  appointment  can  be  resolved  as  early  as 
possible.  The  aim  should  be  - 
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170  (c)  (i)  to  give  early  help  to  the  officer  who  is  having  difficulties 

which  he  can  reasonably  be  expected  to  overcome  with  some 
guidance;  or 


(ii)  to  recognise  a  mistaken  appointment  quickly;  or 

(iii)  to  recommend  substantive  appointment  as  soon  as  possible. 


(d)  Before  a  recommendation  is  made  to  the  approving  authority  that  an 
acting  appointment  with  a  view  to  substantive  appointment  should 
cease,  the  officer  should  be  - 


(i)  informed  in  writing  of  the  intention  to  make  the 
recommendation; 

(ii)  given  some  information  or  outline  of  the  individual 
shortcoming  that  have  given  rise  to  the  recommendation;  and 

(iii)  given  five  days  (excluding  Sundays  and  public  holidays)  to 
submit  any  representations  he  may  wish  to  make. 

(e)  The  staff  report  together  with  the  representations  if  any  received 
from  the  officer  should  be  placed  in  the  officer’s  staff  report  file, 
and  forwarded  with  the  recommendation  and  comments  on  the 
officer’s  representations  to  the  authority  which  approved  the  acting 
appointment. 

(f)  A  recommendation  on  extension  or  cessation  of  an  acting 
appointment  made  with  a  view  to  substantive  appointment  should  be 
made  to  the  approving  authority  before  the  originally  intended 
acting  period  is  due  to  come  to  an  end  or,  at  the  very  latest,  within 
two  weeks  after  the  acting  period  has  come  to  an  end.  The 
approving  authority  should  make  a  decision  in  consultation  with  the 
Public  Service  Commission  if  the  filling  of  the  acting  office  requires 
the  advice  of  the  Commission  under  the  Public  Service  Commission 
Ordinance  and  Regulations  (Cap.  93). 

(g)  Notwithstanding  the  provisions  of  sub-paragraph  (d)  above,  the 
Secretary  for  the  Civil  Service  may,  after  reference  to  the  Public 
Service  Commission  where  appropriate,  direct  that  an  officer 
appointed  to  act  in  a  higher  rank  with  a  view  to  substantive 
appointment  should  cease  to  act  without  any  reasons  being  given. 


171  Acting  for  administrative  convenience 


(a)  The  appointment  of  an  officer  to  act  in  another  office  for 
administrative  convenience  carries  no  implications  for  substantive 
appointment. 

(b)  Acting  appointments  for  administrative  convenience  regardless  of 
duration  shall  be  recorded  in  the  officer's  performance  appraisal 
report  and  the  officer's  performance  during  the  acting  period  may  be 
covered  in  the  performance  appraisal  as  appropriate. 
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172  Pay  for  acting  appointments 

(1)  Qualifying  period  for  acting  allowance 

(a)  Subject  to  this  regulation,  an  acting  allowance  may  be  granted 
to  an  officer  if  the  officer  has  undertaken  an  acting 
appointment  no  shorter  than  a  minimum  qualifying  period. 

(b)  The  qualifying  period  of  an  acting  appointment  shall  be  the 
number  of  calendar  days  of  the  whole  period  that  an  officer  is 
appointed  to  act  in  the  acting  office  during  the  absence  of  the 
substantive  holder,  including  any  intervening  Sundays  and 
public  holidays,  and  plus  any  Sundays  and  public  holidays 
immediately  preceding  and  following  the  acting  period.  The 
qualifying  period  shall  be  deducted  by  the  number  of  days  of 
leave  in  excess  of  three  days  taken  by  the  acting  officer  during 
the  acting  period.  Sick  leave  and  authorised  absence  shall  not 
be  deducted  from  the  qualifying  period.  For  staff  on  alternate 
Saturday-off  system  and  5-day  week,  Saturday  mornings  on 
which  they  are  not  due  to  attend  for  duty  form  part  of  the 
acting  period. 

(c)  The  minimum  qualifying  periods  for  acting  allowances  for  all 
types  of  acting  appointment  and  acting  in  all  offices  up  to  and 
including  posts  at  Permanent  Secretary  and  Heads  of 
Department  level  should  be  30  calendar  days. 

(d)  The  approving  authority  may  specify  a  different  minimum 
qualifying  period  for  granting  acting  allowance  for  acting  in 
posts  at  or  below  Permanent  Secretary  and  Head  of 
Department/Agency  level,  if  he  is  personally  satisfied  that 
there  are  exceptional  circumstances  and  justifications  such 
that  the  making  of  acting  appointments  and  granting  of  acting 
allowance  is  essential  to  meet  the  management  needs  or 
operational  requirements  of  the  department  or  grade 
concerned.  The  approving  authority  is  required  to  consult  the 
Secretary  for  the  Civil  Service  on  the  circumstances, 
justifications  and  other  relevant  details  of  the  variations  prior 
to  specifying  a  different  minimum  qualifying  period  for 
granting  acting  allowance. 

(e)  An  officer  who  whilst  acting  is  appointed  to  the  post  in  which 
he  acts  without  retrospective  effect  to  the  date  of  the  acting 
appointment,  may  receive  an  acting  allowance  for  the  period 
from  the  date  of  acting  appointment  to  the  date  of  substantive 
appointment  even  though  he  may  not  have  fulfilled  the 
specified  minimum  qualifying  period. 

(f)  No  consecutive  acting  appointments  in  different  offices 
without  a  break  can  be  aggregated  for  the  purpose  of  meeting 
the  specified  qualifying  periods  above,  save  where  the 
approving  authority  is  satisfied  that  there  are  exceptional 
circumstances  and  justifications  for  such  and  that  the  making 
of  acting  appointments  and  granting  of  acting  allowance  is 
considered  essential  to  meet  their  management  needs  or 
operational  requirements.  Such  exceptional  approval 
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172  (1)  (f)  should  be  decided  by  the  approving  authority  personally  for 

acting  appointments  in  directorate  posts;  or  his  authorised 
representative  not  below  assistant  head  of  department  or 
equivalent  level  for  acting  appointments  in  non-directorate 
posts. 

(2)  Rates  of  acting  allowance 

The  rates  of  acting  allowances  for  different  types  of  acting 
appointments  are  as  follows  - 


Type  of  acting 
appointment 

Acting  office 

Rate 

(a)  Acting-up 

All 

90%  of  the  difference  in 
pay  between  the  minimum 
pay  of  the  acting  office  and 
substantive  pay  of  the 
officer  concerned 

For  those  officers  who  are 
identified  to  take  up 
acting-up  appointments  in 
a  promotion  or  selection 
exercise,  the  rate  will  be 
revised  to  100%  of  the 
difference  after  the  first 
180  calendar  days  of 
acting,  subject  to  (4)  below 

(b)  Doubling-up 

(i)  Directorate 

100%  of  the  difference  in 
pay  between  the  minimum 
pay  of  the  acting  office  and 
substantive  pay  of  the 
officer  concerned 

(ii)  Non-directorate 

23%  of  the  minimum  pay 
of  the  acting  office  or 
100%  of  the  difference  in 
pay  between  the  minimum 
pay  of  the  acting  office  and 
substantive  pay  of  the 
officer  concerned, 

whichever  is  more 

(c)  Doubling- 
sideways 

(i)  Permanent  Secretary 
and  head  of 

department  posts  and 
posts  of  equivalent 
status 

N.A. 

(ii)  Others 

15%  of  the  minimum  pay 
of  the  acting  office 

(d)  Doubling- 
down 

No  acting  allowance  shall 

be  granted 
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172  (3)  For  the  purpose  of  this  regulation  - 

(a)  “acting-up”  means  acting  in  an  office  which  carries  a  higher 
maximum  salary  point  than  that  of  the  officer’s  substantive 
office; 

(b)  "doubling-up"  means  acting  in  an  office  which  carries  a  higher 
maximum  salary  point  than  that  of  the  officer's  substantive 
office  in  addition  to  undertaking  the  duties  of  his  own  office  at 
the  same  time; 

(c)  "doubling-sideways"  means  acting  in  an  office  which  carries 
the  same  maximum  salary  point  as  that  of  the  officer's 
substantive  office  in  addition  to  undertaking  the  duties  of  his 
own  office  at  the  same  time;  and 

(d)  "doubling-down"  means  acting  in  an  office  which  carries  a 
lower  maximum  salary  point  than  that  of  the  officer's 
substantive  office  in  addition  to  undertaking  the  duties  of  his 
own  office  at  the  same  time. 

(4)  For  the  purpose  of  calculating  the  first  180  days  under  2(a)  above,  if 
an  officer  has  commenced  acting-up  before  a  promotion/selection 
exercise  is  conducted  and  if  he/she  is  subsequently  selected  to  take 
up  acting-up  appointment  in  a  promotion/selection  exercise,  the  first 
180  calendar  days  will  count  from  the  date  he/she  first  takes  up  the 
existing  acting-up  appointment.  Any  leave  or  authorised  absence 
lasting  for  a  continuous  period  of  less  than  30  calendar  days  will  be 
counted  as  part  of  the  first  180  calendar  days.  If  the  leave  or 
authorised  absence  lasts  for  a  continuous  period  of  30  calendar  days 
or  more  (irrespective  of  whether  it  constitutes  a  break  in  the  acting 
appointment  or  not),  the  leave  or  authorized  absence  will  not  be 
counted  as  part  of  the  first  180  calendar  days.  The  acting  period 
before  and  after  such  leave/authorised  absence  can  however  be 
aggregated  for  calculating  the  first  180  calendar  days.  A  break  in 
acting  appointment  due  to  change  in  posting  in  the  same  rank  of  the 
original  acting  office  will  be  disregarded  for  the  purpose  of 
calculating  the  first  180  calendar  days  and  the  acting  period  before 
and  after  the  change  in  posting  can  be  aggregated  for  calculating  the 
first  180  calendar  days.  After  the  first  180  calendar  days,  any  period 
of  leave,  authorised  absence  or  change  in  posting  in  the  same  rank 
of  the  original  acting  office  (irrespective  of  whether  it  constitutes  a 
break  in  acting  appointment  or  not)  will  be  disregarded  for  the 
purpose  of  determining  the  rate  of  acting  allowance. 

(5)  An  acting  allowance  should  be  granted  only  for  the  acting  period, 
i.e.  the  period  that  an  officer  is  appointed  to  act  in  the  acting  office 
during  the  absence  of  the  substantive  holder,  including  any 
intervening  Sundays  and  public  holidays  but  excluding  any 
immediately  preceding  and  following  Sundays  and  public  holidays. 
Sundays  and  Public  Holidays  immediately  preceding  and  following 
the  period  of  absence  of  the  substantive  holder  will  form  part  of  the 
acting  period  if  there  are  operational/statutory  requirements.  An 
acting  allowance  is  not  payable  for  half-days,  but  for  the  purpose  of 
this  regulation  Saturdays  are  regarded  as  full  day. 


Amendment  No.  16(f)/2004 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2004 


July  2004 


July  2004 


July  2004 


July  2004 


July  2004 


172  (6)  For  acting-up  appointments,  if  pay  in  the  substantive  office  is  the 

same  or  more  than  the  minimum  pay  of  the  acting  office,  an  acting 
allowance  is  payable  at  a  rate  equivalent  to  90%  of  the  increment 
next  on  the  salary  scale  of  the  acting  office  above  the  level  of  the 
officer’s  substantive  pay  or  90%  of  the  difference  between  his 
substantive  pay  and  the  maximum  pay  of  the  acting  office, 
whichever  is  the  less.  For  those  officers  who  are  identified  to  take 
up  acting-up  appointments  in  a  promotion  or  selection  exercise,  the 
rate  will  be  revised  to  100%  of  the  difference  after  the  first  180 
calendar  days  of  acting,  subject  to  (4)  above. 

(7)  The  grant  of  an  acting  allowance  at  the  rates  specified  under  (2) 
above  is  subject  to  an  officer  undertaking  the  full  duties  of  the 
office  in  which  he  acts  or  which  he  is  required  to  perform  in 
addition  to  his  own.  However,  under  (2)(b)  and  (2)(c),  80%  or  more 
is  accepted  as  full  duties  for  which  the  full  rate  is  payable,  provided 
the  remaining  percentage  is  not  shared  by  another  officer. 

(8)  When  an  officer  undertakes  only  a  percentage  of  the  duties  of  the 
office  under  (2)(a),  an  allowance  at  an  appropriate  rate  may  be 
authorised  by  the  Secretary  for  the  Civil  Service  under  (13)  below. 
A  recommendation  for  such  an  allowance  should  be  supported  by 
details  as  to  why  the  full  duties  of  the  office  cannot  be  undertaken. 


(9)  When  an  officer  undertakes  only  a  percentage  of  the  duties  of 
another  office  in  addition  to  his  own  substantive  office,  he  may 
receive  that  percentage  of  the  specified  acting  allowance  under 
(2)(b)  to  (2)(c)  except  as  provided  in  (7).  Similarly,  officers  sharing 
the  duties  of  a  vacant  office  in  addition  to  performing  their  own 
duties  may  each  receive  his  share  of  the  specified  acting  allowance 
under  (2)(b)  to  (2)(c).  Such  sharing  in  excess  of  three  officers 
requires  the  approval  of  the  Secretary  for  the  Civil  Service,  and  such 
approval  would  only  be  given  in  very  exceptional  circumstances  on 
clearly  defined  operational  grounds. 


(10)  An  officer  may  not  receive  acting  allowance  for  more  than  one 
acting  appointment  at  any  one  time  even  if  he  is  required  to  cover 
more  than  one  acting  appointments  concurrently,  in  which  case  the 
highest  rate  of  acting  allowance,  calculated  in  accordance  with  the 
rates  stipulated  in  (2)(a)  to  (2)(c)  and  (9),  is  payable. 


(11)  Leave  exceeding  3  consecutive  working  days  involves  the  forfeiture 
of  acting  allowance  for  the  whole  period  of  his  leave  (i.e.  leave  and 
intervening  public  holidays  and  Sundays).  Leave  necessitating  the 
grant  of  an  acting  allowance  to  another  officer  for  the  whole  or  part 
of  his  leave  constitutes  a  break  in  acting  appointment  and  the  grant 
of  acting  allowance  for  the  periods  preceding  and  following  the 
leave  of  absence  is  subject  to  the  fulfillment  of  the  qualifying 
periods  specified  in  (1)  above. 


Amendment  No.  16(g)/2004 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2004 


July  2004 


Jan.  2000 


172  (12)  Acting  allowance  shall  not  be  granted  if  overtime  allowance  is 

payable  to  an  officer  and  vice  versa,  save  where  the  approving 
authority  is  satisfied  that  there  are  exceptional  circumstances  and 
justifications  for  such  and  that  the  making  of  acting  appointments 
and  granting  of  acting  allowance  is  considered  essential  to  meet 
their  management  needs  or  operational  requirements.  Such 
exceptional  approval  should  be  decided  by  the  approving  authority 
personally  or  his  authorised  representative  not  below  assistant  head 
of  department  or  equivalent  level. 

(13)  Nothing  in  these  regulations  affects  the  Secretary  for  the  Civil 
Service’s  discretion  to  authorise  payment  of  an  acting  allowance  to 
recognise  additional  responsibilities  and  duties. 


SECONDMENTS 


173  (1)  Secondment  is  a  non-substantive  appointment  by  which  an  officer  is 

temporarily  relieved  of  his  normal  duties  and  assigned  to  other 
duties. 


(2)  Secondments  are  normally  made  for  specific  duties  and  for  limited 
periods,  and  do  not  lead  to  substantive  appointment  unless  the  terms 
of  secondment  so  provide. 

(3)  An  officer  on  secondment  to  another  post  retains  the  terms  of 
service  of  his  substantive  appointment  and  continue  to  attract  the 
salary  and  conditions  of  service  of  his  substantive  office,  unless  the 
terms  of  secondment  provide  otherwise. 

(4)  The  Secretary  for  the  Civil  Service  is  the  authority  for  approving  all 
secondments. 


174 


Amendment  No.  16(h)/2004 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


RELEASE  OF  OFFICERS  FOR  SERVICE  WITH  THE  INDEPENDENT  COMMISSION 
AGAINST  CORRUPTION 


175  Authority  for  release 

Nov.  2002  The  release  of  a  Directorate  officer  at  D2  or  above  equivalent  level  for 

service  with  the  Independent  Commission  Against  Corruption  is  subject 
to  the  agreement  of  his  Permanent  Secretary/Head  of  Department/Head  of 
Grade  and  the  approval  of  the  Secretary  for  the  Civil  Service.  For  officers 
up  to  D1  or  equivalent  level,  the  release  is  subject  to  the  approval  of  his 
Permanent  Secretary/Head  of  Department/Head  of  Grade. 

176  Terms  of  release 

For  an  officer  on  probation  or  month-to-month  terms 

Jan.  1992  (1)  If  he  wishes  to  accept  an  offer  of  appointment  with  the 

Commission,  he  will  be  required  to  resign  from  the  Civil  Service. 

For  an  officer  on  agreement 

Jan.  1992  (2)  He  may  be  released  from  his  agreement  with  the  Government  to 

serve  on  agreement  terms  with  the  Commission.  On  appointment  to 
the  Commission,  the  officer  will  sever  all  connections  with  his 
former  department  and  the  agreement  with  the  Government  will 
become  void. 

For  an  officer  on  permanent  terms  on  the  Old  Pension  Scheme 

(3)  He  may  be  released  to  take  up  appointment  with  the  Commission 
subject  to  the  following  conditions  - 

Nov.  2002  (a)  his  release  to  the  Commission  will  normally  be  for  one  tour 

of  2  1/2  years'  service  (plus  any  leave  earned  during  that 
period)  in  the  first  instance  and  then  for  a  second  tour  of  2 
1/2  years'  service  (plus  any  leave  earned  during  that  period). 
The  release  of  an  officer  for  a  second  tour  is  subject  to 
mutual  agreement  among  the  Secretary  for  the  Civil  Service, 
the  Permanent  Secretary/Head  of  Department/Head  of 
Grade,  the  Commissioner,  Independent  Commission  Against 
Corruption  and  the  officer.  In  the  case  of  officers  below  D2 
or  equivalent  level,  the  agreement  of  the  Secretary  for  the 
Civil  Service  is  not  required; 


Amendment  No.  51/2002 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jan.  92 


176  (3)  (b)  for  each  of  the  first  two  tours  of  his  service  with  the 

Commission,  he  will  have  the  choice  of  release  on  either 
secondment  or  unpaid  vacation  leave  under  Civil  Service 
Regulation  1109(1).  In  either  case,  during  the  period  of  his 
service  with  the  Commission,  his  promotion  prospects  in  his 
substantive  grade  will  be  preserved  by  consideration  for 
promotion  in  absentia  in  accordance  with  the  provisions  of 
approved  departmental  or  grade  policy  and  conditions  of 
appointment.  On  reversion  to  his  substantive  grade  in  the 
Civil  Service  on  satisfactory  completion  of  his  first  or 
second  tour  of  service  with  the  Commission,  he  will  resume 
his  original  incremental  date  together  with  the  salary  point 
and  seniority  in  his  substantive  rank,  which  he  would  have 
reached  had  his  service  been  continuous  in  that  rank; 

(c)  not  less  than  six  months  before  the  expiry  of  the  second  tour, 
the  officer  must  decide  whether  he  will  - 

(i)  return  to  the  Civil  Service  after  the  second  tour;  or 

(ii)  sever  all  connections  with  the  Civil  Service  to 
continue  his  employment  with  the  Commission; 

(d)  if  an  officer  decides  to  continue  service  with  the 
Commission  after  the  second  tour,  he  will  be  granted  by  his 
Head  of  Department  or  Head  of  Grade  (as  appropriate) 
special  no-pay  leave  for  a  specified  period  bringing  him  to 
the  normal  age  of  retirement  (55  years)  on  the  understanding 
that  - 

(i)  during  the  period  of  his  further  service  with  the 
Commission  (i.e.  beyond  the  second  tour),  he  will 
not  be  eligible  for  reversion  to  the  Civil  Service  and 
he  will  not  retain  his  promotion  prospects  or 
seniority  in  his  substantive  grade; 

(ii)  if  he  voluntarily  leaves  the  service  of  the 
Commission  before  the  age  of  55  he  will  be  deemed 
to  have  left  the  Civil  Service  and  to  have  resigned 
unless  eligible  and  permitted  to  retire  under  normal 
Civil  Service  rules; 

(iii)  if  (for  other  than  disciplinary  reasons)  his  services 
are  not  retained  by  the  Commissioner,  Independent 
Commission  Against  Corruption,  he  will  be  allowed 
to  remain  on  special  no-pay  leave  until  he  is  eligible 
to  retire  under  normal  Civil  Service  rules  or  until  a 
vacancy  occurs  in  the  Civil  Service  for  which  he 
applies  and  is  selected  in  competition  with  other 
qualified  candidates.  In  these  circumstances, 


Amendment  No.  76(b)/91 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jan.  86 


Jan.  92 


Jan.  92 


176  (3)  (d)  (iii)  he  will  be  given  permission  to  take  up  outside 

employment  during  the  special  no-pay  leave  period. 
If  he  is  re-appointed  to  the  Civil  Service,  his  salary 
and  incremental  date  will  be  calculated  as  for  any 
direct  entrant  (i.e.  not  as  a  transferee); 

(iv)  his  pension  on  retirement  will  be  calculated  in 
accordance  with  the  relevant  provisions  of  the 
Pensions  Ordinance  and  Regulations,  Cap  89.  Any 
salary  revision  during  the  period  of  special  no-pay 
leave  will  be  taken  into  account  in  the  computation 
of  his  pension  benefits; 

(e)  an  officer  with  less  than  10  years'  pensionable  Government 
service  who  elects  to  join  the  Commission  permanently  is 
eligible  on  retirement  for  a  pension  based  on  his  actual 
pensionable  service  provided  that  he  has  completed  not  less 
than  10  years'  continuous  qualifying  service.  Otherwise  he  is 
eligible  on  retirement  for  a  gratuity  only  of  an  amount  equal 
to  seven  times  the  annual  pension  for  which  he  would  have 
been  eligible  had  there  been  no  qualifying  period  for  the 
award  of  a  pension. 

For  an  officer  on  permanent  terms  on  the  New  Pension  Scheme 

(4)  He  may  be  released  to  take  up  appointment  with  the  Commission 

subject  to  the  following  conditions  - 

(a)  CSR  176(3)(a),  (b)  and  (c); 

(b)  if  an  officer  decides  to  continue  service  with  the 
Commission  after  the  second  tour,  he  will  be  allowed  on  the 
understanding  that  - 

(i)  if  he  has  less  than  10  years'  qualifying  service,  he 
will  be  granted  by  his  Head  of  Department  or  Grade 
(as  appropriate)  special  no-pay  leave  until  such  time 
he  attains  10  years'  qualifying  service  when  he  will 
have  to  resign  from  the  Government  and  become 
eligible  for  a  deferred  pension;  or 

(ii)  if  he  has  completed  10  years'  qualifying  service,  he 
will  have  to  resign  from  the  Government  and 
become  eligible  for  a  deferred  pension;  or 


Amendment  No.  76(c)/91 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


(4)  (b)  (iii)  if  he  is  already  on  special  no-pay  leave  before 

1.1.1992,  or  if  he  has  joined  the  ICAC  prior  to 
1.1.1992,  has  exercised  his  option  to  join  the  New 
Pension  Scheme  prior  to  that  date  and  may  be 
granted  special  no-pay  leave  in  due  course,  he  may 
choose,  instead  of  (i)  or  (ii)  above,  to  retire  at  any 
time  between  age  55  and  60  by  giving  the  required 
notice.  His  special  no-pay  leave  will  be  extended  to 
the  day  immediately  prior  to  his  60th  birthday  or  the 
date  of  retirement,  whichever  is  the  earlier.  Any 
salary  revision  during  the  period  of  special  no-pay 
leave  will  be  taken  into  account  in  the  computation 
of  his  pension  benefits.  However,  if  such  an  officer 
subsequently  resigns  from  the  Commission  before 
reaching  age  55,  his  special  no-pay  leave  will  lapse 
on  the  date  of  his  resignation.  He  will  be  eligible  for 
a  deferred  pension  if  he  has  completed  not  less  than 
10  years’  qualifying  service; 

(iv)  during  the  period  of  his  further  service  with  the 
Commission  (i.e.  beyond  the  second  tour),  he  will 
not  be  eligible  for  reversion  to  the  Civil  Service  and 
he  will  not  retain  his  promotion  prospects  or 
seniority  in  his  substantive  grade; 

(v)  if  he  voluntarily  leaves  the  service  of  the 
Commission  before  becoming  eligible  for  a  deferred 
pension,  he  will  be  deemed  to  have  resigned  and  left 
the  Civil  Service; 


(vi)  if  (for  other  than  disciplinary  reasons)  his  services 
are  not  retained  by  the  Commissioner,  Independent 
Commission  Against  Corruption  before  he  is  eligible 
to  retire  with  a  pension,  he  will  be  allowed  to  remain 
on  special  no-pay  leave  until  such  a  time  when  he 
can  retire  or  until  a  vacancy  occurs  in  the  Civil 
Service  for  which  he  applies  and  is  selected  in 
competition  with  other  qualified  candidates, 
whichever  is  the  earlier.  During  such  special  no-pay 
leave  period,  he  will  be  given  permission  to  take  up 
outside  employment.  If  he  is  re-appointed  to  the 
Civil  Service,  his  salary  and  incremental  date  will  be 
calculated  as  for  any  direct  entrant  (i.e.  not  as  a 
transferee); 

(vii)  his  deferred  pension  will  be  calculated  in  accordance 
with  the  relevant  provisions  of  the  Pension  Benefits 
Ordinance  and  Regulation,  Cap  99,  and  Pensions 
(Increase)  Ordinance,  Cap  305. 


Amendment  No.  76(d)/91 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


June  2004 


For  an  officer  on  new  permanent  terms  covered  by  the  Civil 

Service  Provident  Fund  Scheme 

176  (5)  He  may  be  released  to  take  up  appointment  with  the  Commission 

subject  to  the  following  conditions  - 

(a)  his  release  to  the  Commission  will  normally  be  for  one  tour 

of  2  1/2  years'  service  in  the  first  instance  and  then  for  a 
second  tour  of  2  1/2  years'  service.  The  release  of  an  officer 
for  a  second  tour  is  subject  to  mutual  agreement  among  the 
Secretary  for  the  Civil  Service,  the  Permanent 

Secretary/Head  of  Department/Head  of  Grade,  the 
Commissioner,  Independent  Commission  Against 
Corruption  and  the  officer.  In  the  case  of  officers  below  D2 
or  equivalent  level,  the  agreement  of  the  Secretary  for  the 
Civil  Service  is  not  required; 

(b)  for  the  first  two  tours  of  his  service  with  the  Commission,  he 
will  be  released  on  unpaid  vacation  leave  under  Civil 
Service  Regulation  1109(1).  During  the  period  of  his  service 
with  the  Commission,  his  promotion  prospects  in  his 
substantive  grade  will  be  preserved  by  consideration  for 
promotion  in  absentia  in  accordance  with  the  provisions  of 
approved  departmental  or  grade  policy  and  conditions  of 
appointment.  On  reversion  to  his  substantive  grade  in  the 
Civil  Service  on  satisfactory  completion  of  his  first  or 
second  tour  of  service  with  the  Commission,  he  will  resume 
his  original  incremental  date  together  with  the  salary  point 
and  seniority  in  his  substantive  rank,  which  he  would  have 
reached  had  his  service  been  continuous  in  that  rank; 

(c)  not  less  than  six  months  before  the  expiry  of  the  second  tour, 
the  officer  must  decide  whether  he  will  - 

(i)  return  to  the  Civil  Service  after  the  second  tour;  or 

(ii)  sever  all  connections  with  the  Civil  Service  to 
continue  his  employment  with  the  Commission; 

(d)  If  an  officer  decides  to  continue  service  with  the 
Commission  after  the  second  tour  - 

(i)  he  will  have  to  resign  from  the  Government; 


Amendment  No.  25(a)/2004 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


176  (5)  (d)  (ii)  if  he  has  completed  10  years’  qualifying  service,  he 

will  become  eligible  for  retirement  benefits 
calculated  in  accordance  with  the  terms  and 
conditions  of  the  Civil  Service  Provident  Fund 
Scheme; 

(iii)  during  the  period  of  his  further  service  with  the 
Commission  (i.e.  beyond  the  second  tour),  he  will 
not  be  eligible  for  reversion  to  the  Civil  Service  and 
he  will  not  retain  his  promotion  prospects  or 
seniority  in  his  substantive  grade. 

Female  officer  appointed  before  17.11.72 

June  2004  (6)  If,  during  the  first  two  tours  of  service  with  the  Commission,  a 

female  officer  appointed  before  17.11.72  elects  to  retire  on 
marriage,  she  will  sever  all  connections  with  the  Civil  Service.  If 
she  wishes  to  continue  in  the  Civil  Service  after  marriage  and 
applies  for  re-employment  on  month-to-month  terms  in  accordance 
with  CSR  144  with  effect  from  the  date  of  expiration  of  any  leave 
earned  in  the  ICAC,  she  must  revert  to  the  Civil  Service  after  such 
leave,  relinquishing  her  appointment  with  the  Commission;  in  these 
circumstances,  she  will  receive  a  pro-rata  gratuity  in  respect  of  her 
service  on  agreement  with  the  Commission  prior  to  her  marriage 
and  will  carry  back  into  the  Civil  Service  all  other  accrued  benefits. 

Service  with  ICAC  counts  as  qualifying  service 

June  2004  (7)  (a)  Service  with  the  Commission  on  unpaid  vacation  leave  or 

special  no-pay  leave  will  count  as  qualifying  service  as 
defined  in  Regulation  14  of  the  Pensions  Ordinance  and 
Regulations,  Cap  89  and  Regulation  13  of  the  Pension 
Benefits  Ordinance  and  Regulations,  Cap  99,  but  not  as 
pensionable  service. 

(b)  Where  a  period  of  service  with  the  Commission  on  gratuity¬ 
bearing  agreement  terms  overlaps  with  a  period  of  service 
on  pensionable  terms  with  the  Civil  Service,  such  service 
will  not  be  counted  as  pensionable  service. 

(c)  Service  with  the  Commission  on  unpaid  vacation  leave  will 
not  count  as  qualifying  service  for  vesting  purposes,  nor  for 
determining  a  member’s  eligibility  for  the  next  higher  rate  of 
Government’s  voluntary  contributions  under  the  Civil 
Service  Provident  Fund  Scheme. 


Amendment  No.  25(b)/2004 


CHAPTER  I  -  APPOINTMENT,  ETC. 


Sept.  2011 


June  2004 


Jan.  1986 


176  Re-employment  of  pensioner 

(8)  A  pensioner  will  have  his  monthly  pension  suspended  during  the 
period  of  his  employment  with  the  ICAC,  unless  and  until  he  has 
reached  the  applicable  normal  or  prescribed  retirement  age 
specified  in  the  relevant  pension  legislations. 

(9)  For  the  purpose  of  this  regulation,  Civil  Service  means  service  in 
any  Public  Office  other  than  the  Independent  Commission  Against 
Corruption. 

177  Pay  on  appointment  to  the  Civil  Service 

The  pay  of  a  serving  officer  with  the  Commission  on  appointment  to  the 

Civil  Service  is  determined  in  accordance  with  CSR  130. 


178- 

179 


Amendment  No.  14/2011 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000 


July  2000 


July  2000 


July  2000 


July  2000 


July  2000 


PROBATION 
180  General 

(1)  An  officer  not  already  confirmed  to  the  permanent  establishment 
who  is  appointed  to  an  established  office  is  usually  required  to 
undergo  a  period  of  observation  on  probationary  terms,  depending 
on  the  recruitment  policy  of  the  grade.  (See  CSR  235  on  staff  reports 
during  service  on  probationary  terms.) 

(2)  The  objective  of  observation  on  probationary  terms  is  to  provide 
opportunity  for  the  appointee  to  demonstrate  his  suitability  for 
further  appointment  in  the  office,  by  observing  performance  and 
conduct,  and  to  give  him  the  opportunity  to  acquire  any  additional 
qualifications  or  pass  any  tests  prescribed  for  the  appointment. 
During  probation  an  officer  should  be  given  help  and  guidance  to 
obtain  experience  and  should  be  under  continual  observation  and 
assessment.  These  requirements  should  be  taken  into  account  in 
postings. 

(3)  All  officers  appointed  on  probationary  terms  should  be  aware  that 
during  the  probationary  period  they  are  under  observation.  If  at  any 
time  during  the  probationary  period  there  are  indications  that  an 
officer  might  be  unsuitable  for  continued  service  or  further 
appointment,  he  should  be  warned  at  once  in  writing. 

(4)  Full  advantage  must  also  be  taken  of  the  probationary  period  to 
terminate  the  service  of  an  officer  if  he  is  unlikely  to  prove  suitable 
for  continued  service  or  further  appointment  either  because  of  his 
conduct  or  because  of  his  performance.  Termination  of  service  may 
be  effected  at  any  time  during  or  at  the  end  of  the  probationary 
period  without  recourse  to  disciplinary  procedure,  in  accordance 
with  CSR  186. 

(5)  On  satisfactory  completion  of  probationary  period,  an  officer  may  be 
considered  for  passage  of  probation  bar,  having  regard  to  whether  he 
fully  meets  the  requirements  of  the  grade,  and  may  be  considered  for 
further  appointment  subject  to  service  needs  on  terms  as  may  be 
offered  in  accordance  with  the  recruitment  policy  of  the  grade.  If  an 
officer  is  considered  not  suitable  for  passage  of  probation  bar,  his 
service  should  be  terminated  under  CSR  186. 

(6)  For  an  officer  first  offered  appointment  before  1  June  2000  who  is 
appointed  to  an  established  office  on  probationary  and  pensionable 
terms,  upon  passage  of  the  probation  bar  he  can  be  confirmed  to  the 
permanent  establishment  in  the  established  office  and  continue 
service  on  pensionable  terms. 


Amendment  No.  37(a)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


June  2010 

July  2000 

July  2000 
July  2000 

June  2003 


July  2000 

June  2017 


180  (7)  Because  probation  is  the  period  of  observation  of  an  officer’s 

suitability  for  further  appointment  in  the  grade  in  the  long  tenn,  it  is 
very  important  that  only  those  officers  whose  suitability  is  not  in 
doubt  should  be  recommended  for  passage  of  probation  bar. 
Officers  who  could  not  meet  the  requirements  must  not  be  offered 
further  appointment. 

(8)  Officers  who  for  any  reason  are  appointed  to  established  offices  on 
month-to-month  tenns  are  required  to  pass  the  probation  bar  at  the 
end  of  normal  period  of  probation  for  the  rank.  During  this 
period,  they  should  be  treated  like  officers  appointed  on  probation 
in  all  respects. 

181-182 

183  Probationary  period 

(1)  The  period  of  probation  or  probationary  period  or  period  of  service 
on  probationary  terms  begins  on  the  date  of  assumption  of  duty. 

(2)  The  length  of  the  probationary  period  should  be  specified  in  the 
terms  of  appointment  which  should  normally  be  three  years.  The 
length  of  probationary  period  may  vary  in  individual  grades 
depending  on  the  requirements  of  the  grades  concerned. 

(3)  When  an  officer  who  is  not  on  the  permanent  establishment  is 
appointed  on  transfer  to  another  office,  the  appointment  authority 
may,  having  regard  to  the  nature  of  the  duties  or  other  management 
considerations,  reduce  the  probationary  period  in  the  new  office  by 
no  more  than  the  probationary  period  or  period  of  service  the 
officer  has  served  in  the  former  office,  and  in  any  case  by  no  more 
than  half  of  the  probationary  period  required  for  the  new  office. 

(4)  An  officer  who  is  re-appointed  after  a  break  in  service  is  normally 
required  to  undergo  the  full  standard  period  of  probation,  even  if 
re-appointed  in  the  same  rank. 

(5)  The  probationary  period,  once  set,  will  normally  be  extended  only 
when  there  has  not  been  adequate  opportunity  by  the  officer  to 
demonstrate  his  suitability  for  passage  of  the  probation  bar,  for 
example,  because  of  absence  from  duty  on  account  of  illness  or 
study  leave  or  when  there  is  a  temporary  setback  in  acquiring 
prescribed  qualifications  beyond  the  control  of  the  officer.  The 
probationary  period  should  not  be  extended  solely  to  give  an  officer 
more  time  to  prove  his  suitability. 

(6)  Extension  of  probationary  period  not  resulting  in  financial  loss  to 
the  officer  may  be  approved  by  the  appointment  authority,  subject 
to  the  advice  of  the  Public  Service  Commission  if  so  required  under 
the  Public  Service  Commission  Ordinance  and  Regulations  (Cap. 
93).  Extension  resulting  in  financial  loss  to  the  officer  shall  be 
approved  in  accordance  with  CSR  186.  For  the  avoidance  of 
doubt,  extension  resulting  in  financial  loss  means  that  the 
incremental  date  will  be  deferred  by  the  length  of  the  extension  of 
probationary  period. 


Amendment  No.  13/2017 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000 
July  2000 


July  2000 

July  2000 


184-  185 

186  Termination  of  service  during  the  probationary  period  and  refusal  or 
deferral  of  passage  of  probation  bar 

(1)  The  appropriate  appointment  authority,  subject  to  the  advice  of  the 
Public  Service  Commission  if  so  required  under  the  Public  Service 
Commission  Ordinance  and  Regulations  (Cap.  93),  may  approve, 
without  recourse  to  disciplinary  procedure,  - 

(a)  termination  of  service  of  an  officer  on  probationary  terms  any 
time  during  the  probationary  period; 

(b)  refusal  of  passage  of  probation  bar  of  an  officer  on 
probationary  terms;  and 

(c)  deferment  of  passage  of  probation  bar  with  financial  loss  of  an 
officer  on  probationary  terms. 

In  the  case  of  termination  of  service  or  refusal  of  passage  of 
probation  bar,  the  appointment  of  the  officer  on  probationary  terms 
should  be  terminated  by  giving  one  month's  notice  or  payment  of 
one  month's  salary  in  lieu  of  notice. 

(2)  Specifically,  the  appointment  authority  may  terminate  the  service  of 
an  officer  on  probationary  terms  or  refuse  the  officer's  passage  of 
probation  bar  if  he  considers  that,  for  reasons  of  general 
unsuitability  of  temperament,  personal  characteristics,  misconduct, 
or  inefficient  performance  of  duties  or  for  other  reasons,  the  officer 
should  not  continue  to  hold  office. 

(3)  Before  a  decision  is  made  to  terminate  the  service  or  refuse/defer 
with  financial  loss  the  passage  of  probation  bar  of  an  officer  on 
probationary  terms,  the  officer  should  be  - 

(a)  informed  in  writing  of  the  intention  to  terminate  his  service  or 
refuse/defer  his  passage  of  probation  bar; 

(b)  given  the  reasons  or  an  outline  of  the  individual  shortcomings 
that  have  given  rise  to  the  intention;  and 

(c)  given  seven  calendar  days  to  submit  any  representations  he 
may  wish  to  make. 

The  appointment  authority  shall  take  into  account  the 
representations  made  and  seek  the  advice  of  the  Public  Service 
Commission  where  appropriate,  before  making  a  decision. 


Amendment  No.  37(c)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000  186  (4)  For  recommendation  of  termination  of  service  or  refusal  of  passage 

of  probation  bar  or  deferment  with  financial  loss  of  passage  of  the 
probation  bar  which  is  subject  to  the  advice  of  the  Public  Service 
Commission,  the  appointment  authority  should  as  far  as  practicable 
forward  his  recommendation  with  detailed  reasons  and 
justifications,  comments  on  the  officer's  representations  if  any,  and 
all  staff  reports  on  the  officer,  to  the  Public  Service  Commission  at 
least  two  months  before  the  end  of  the  appointment  on  probationary 
terms.  Simultaneously  the  Treasury  should  be  informed  by 
memorandum  of  the  intention  to  terminate  appointment  or  withhold 
increment. 

July  2000  (5)  Notwithstanding  sub-paragraphs  (2)-(4),  the  Secretary  for  the  Civil 

Service  may,  after  reference  to  the  Public  Service  Commission 
where  appropriate,  direct  that  the  service  of  an  officer  on 
probationary  terms  be  terminated,  or  his  passage  of  probation  bar  be 
refused  or  deferred,  without  any  reasons  being  given. 

July  2000  187-  191 

192  Passage  of  the  probation  bar 

July  2000  (1)  The  appointment  authority  may  approve  passage  of  probation  bar  of 

an  officer  on  probationary  terms  if  the  officer  has  satisfactorily 
completed  the  period  of  service  on  probationary  terms  and  the 
appointment  authority  is  fully  satisfied  that  the  officer  fully  meets 
the  requirements  of  the  grade  for  continued  appointment  in  the  long 
term. 

July  2000  (2)  Formal  approval  of  passage  of  probation  bar  should  be  signified  by 

completion  of  one  copy  of  form  G.F.  130  to  be  placed  on  the 
officer's  personal  file.  The  officer  should  be  informed  in  writing  of 
the  approval  for  his  passage  of  probation  bar.  In  informing  the 
officer,  it  should  be  made  clear  to  him  that  the  approval  of  his 
passage  over  the  bar  is  subject  to  satisfactory  performance  and 
conduct  meanwhile. 

July  2000  (3)  Although  every  effort  should  be  made  to  ensure  that  a  decision  on 

an  officer's  suitability  for  passage  of  the  probation  bar  is  made 
before  or  shortly  after  the  end  of  the  probationary  period,  the  fact 
that  this  has  not  been  done  will  not  constitute  a  sufficient  reason  for 
the  officer  to  pass  the  probation  bar. 

July  2000  193-  197 


Amendment  No.  37(d)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


June  2003 


June  2003 


July  2000 


July  2000 


July  2000 


July  2000 


July  2000 


Apr.  1985 


TRIAL 

198  General 

(1)  An  officer  confirmed  to  the  permanent  establishment  who  is 
appointed  on  transfer  without  a  break  in  service  to  another 
established  office  with  distinctly  different  duties  is  normally 
required  to  undergo  a  period  of  observation  on  trial  terms, 
depending  on  the  recruitment  policy  of  the  grade.  (See  CSR  235  on 
staff  reports  on  trial  service.) 

(2)  The  objective  of  trial  is  to  give  the  opportunity  to  assess  an  officer's 
suitability  for  further  appointment  in  his  new  office,  by  observing 
performance  and  conduct,  and  to  give  him  the  opportunity  to  acquire 
any  additional  qualifications  or  pass  any  tests  prescribed  for  the 
appointment.  During  the  trial  period,  an  officer  should  be  given  help 
and  guidance  to  obtain  experience  and  should  be  under  continual 
observation  and  assessment.  These  requirements  should  be  taken 
into  account  in  postings. 

(3)  All  officers  appointed  on  trial  terms  should  be  aware  that  during  the 
trial  period  they  are  under  observation.  If  at  any  time  during  the 
trial  period  there  are  indications  that  an  officer  might  be  unsuitable 
for  continued  service  or  further  appointment  in  his  new  office,  he 
must  be  warned  at  once  in  writing. 

(4)  Full  advantage  must  also  be  taken  of  the  trial  period  to  terminate  the 
trial  of  an  officer  if  he  is  unlikely  to  prove  suitable  for  continued 
service  or  further  appointment  in  his  new  office  either  because  of  his 
conduct  or  because  of  his  performance.  Termination  may  be 
effected  at  any  time  during  or  at  the  end  of  the  trial  period  without 
recourse  to  disciplinary  procedure.  An  officer  on  trial  may  also 
terminate  the  trial  at  will  on  or  before  the  completion  of  his  trial 
period. 

(5)  On  satisfactory  completion  of  the  trial  period,  the  officer  may  be 
considered  for  passage  of  trial  bar,  having  regard  to  whether  he  fully 
meets  the  requirements  of  the  grade,  and  may  be  considered  for 
further  appointment  subject  to  service  need  on  terms  as  may  be 
offered  in  accordance  with  the  recruitment  policy  of  the  grade.  If  an 
officer  is  considered  not  suitable  for  passage  of  the  trial  bar,  his 
service  should  be  terminated  under  CSR  200. 

(6)  For  an  officer  first  offered  appointment  before  1  June  2000  who  is 
confirmed  to  the  permanent  establishment  on  pensionable  terms  and 
is  appointed  on  transfer  to  another  established  office  on  trial  terms 
without  a  break  in  service,  upon  passage  of  the  trial  bar  he  can  be 
confirmed  in  the  new  office  and  continue  service  on  pensionable 
terms. 

(7)  An  officer  on  trial  in  another  grade  is  not  normally  eligible  for 
consideration  for  promotion  in  his  substantive  grade. 


Amendment  No.  17/2003 


199 


July  2000 
July  2000 


July  2000 


June  2017 


July  2000  200 

July  2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 

Trial  period 

(1)  The  period  of  trial  or  trial  period  or  period  of  service  on  trial  terms 
begins  on  the  date  of  assumption  of  duty  of  the  new  office. 

(2)  The  length  of  the  trial  period  should  be  specified  in  the  terms  of 
appointment  which  should  normally  be  one  year.  The  length  of  the 
trial  period  may  vary  in  individual  grade  depending  on  the 
requirements  of  the  grades  concerned. 

(3)  The  trial  period,  once  set,  will  normally  be  extended  only  when 
there  has  not  been  adequate  opportunity  by  the  officer  to 
demonstrate  his  suitability  for  passage  of  the  trial  bar,  for  example, 
because  of  absence  from  duty  on  account  of  illness  or  study  leave 
or  when  there  is  a  temporary  setback  in  acquiring  prescribed 
qualifications  beyond  the  control  of  the  officer.  The  trial  period 
should  not  be  extended  to  give  the  officer  more  time  to  prove  his 
suitability. 

(4)  Extension  of  trial  period  not  resulting  in  financial  loss  to  the  officer 
may  be  approved  by  the  appointment  authority,  subject  to  the 
advice  of  the  Public  Service  Commission  if  so  required  under  the 
Public  Service  Commission  Ordinance  and  Regulations  (Cap.  93). 
Extension  resulting  in  financial  loss  shall  be  approved  in 
accordance  with  CSR  200.  For  the  avoidance  of  doubt,  extension 
resulting  in  financial  loss  means  that  the  incremental  date  will  be 
deferred  by  the  length  of  the  extension  of  trial  period. 

Termination  of  trial  appointment  during  the  trial  period  and 

refusal  or  deferral  of  passage  of  trial  bar 

(1)  The  appropriate  appointment  authority,  subject  to  the  advice  of  the 
Public  Service  Commission  if  so  required  under  the  Public  Service 
Commission  Ordinance  and  Regulations  (Cap.  93),  may  approve, 
without  recourse  to  disciplinary  procedure,  - 

(a)  termination  of  trial  appointment  of  an  officer  on  trial  terms 
any  time  during  the  trial  period; 

(b)  refusal  of  passage  of  trial  bar  of  an  officer  on  trial  terms;  and 

(c)  deferment  of  passage  of  trial  bar  with  financial  loss  of  an 
officer  on  trial  terms 

In  the  case  of  tennination  of  trial  or  refusal  of  passage  of  trial  bar, 
the  appointment  of  the  officer  on  trial  terms  in  the  new  office 
should  cease  and  the  officer  should  be  reverted  to  his  former 
substantive  office.  An  officer  who  reverts  to  his  former  substantive 
office  is  not  on  transfer  and  normally  resumes  his  original 
incremental  date  together  with  the  pay  and  seniority  he  would  have 
reached  had  his  service  been  continuous  in  that  office.  The 
Treasury  should  be  informed  whenever  a  transferred  officer  reverts 
to  his  former  substantive  office. 


Amendment  No.  1 4/20 1 7 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000  200  (2)  Specifically,  the  appointment  authority  may  terminate  the  trial 

appointment  of  an  officer  on  trial  terms  or  refuse  the  officer's 
passage  of  trial  bar  if  he  considers  that,  for  reasons  of  general 
unsuitability  of  temperament,  personal  characteristics,  misconduct, 
or  inefficient  performance  of  duties  or  for  other  reasons,  the  officer 
should  not  continue  to  hold  office  in  the  new  office. 

July  2000  (3)  Before  a  decision  is  made  to  terminate  the  trial  or  refuse/defer  with 

financial  loss  the  passage  of  trial  bar  of  an  officer  on  trial  terms,  the 
officer  should  be  - 

(a)  informed  in  writing  of  the  intention  to  terminate  his  trial 
appointment  or  refuse/defer  his  passage  of  trial  bar; 

(b)  given  the  reasons  or  an  outline  of  the  individual  shortcomings 
that  have  given  rise  to  the  intention;  and 

(c)  given  seven  calendar  days  to  submit  any  representations  he 
may  wish  to  make. 

The  appointment  authority  shall  take  into  account  the  representation 
made  and  seek  the  advice  of  the  Public  Service  Commission  where 
appropriate,  before  making  a  decision. 

July  2000  (4)  For  recommendation  of  termination  of  trial  appointment  or  refusal 

of  passage  of  trial  bar  or  deferment  with  financial  loss  of  passage  of 
the  trial  bar  which  is  subject  to  the  advice  of  the  Public  Service 
Commission,  the  appointment  authority  should  as  far  as  practicable 
forward  his  recommendation  with  detailed  reasons  and 
justifications,  comments  on  the  officer's  representations  if  any,  and 
all  staff  reports  on  the  officer,  to  the  Public  Service  Commission  at 
least  two  months  before  the  end  of  the  appointment  on  trial  terms. 
Simultaneously  the  Treasury  should  be  informed  by  memorandum 
of  the  intention  to  terminate  the  trial  appointment  or  withhold 
increment. 

July  2000  (5)  Notwithstanding  sub-paragraphs  (2)-(4)  above,  the  Secretary  for  the 

Civil  Service  may,  after  reference  to  the  Public  Service  Commission 
where  appropriate,  direct  that  the  trial  appointment  of  an  officer  be 
terminated,  or  his  passage  of  trial  bar  be  refused  or  deferred,  without 
any  reasons  being  given. 

July  2000  201 

202  Passage  of  the  trial  bar 

July  2000  (1)  The  appointment  authority  may  approve  passage  of  trial  bar  of  an 

officer  on  trial  terms  if  the  officer  has  satisfactorily  completed  the 
period  of  service  on  trial  terms  and  the  appointment  authority  is 
fully  satisfied  that  the  officer  fully  meets  the  requirements  of  the 
grade  for  continued  appointment  in  the  long  term. 


Amendment  No.  37(g)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


July  2000  202  (2)  Formal  approval  of  passage  of  trial  bar  should  be  signified  by 

completion  of  one  copy  of  form  G.F.  130  to  be  placed  on  the 
officer's  personal  file.  The  officer  should  be  informed  in  writing  of 
the  approval  for  his  passage  of  trial  bar.  In  informing  the  officer,  it 
should  be  made  clear  to  him  that  the  approval  of  his  passage  over 
the  bar  is  subject  to  satisfactory  performance  and  conduct 
meanwhile. 

July  2000  (3)  Although  every  effort  should  be  made  to  ensure  that  a  decision  on 

an  officer's  suitability  for  passage  of  trial  bar  is  made  before  or 
shortly  after  the  end  of  the  trial  period,  the  fact  that  this  has  not  been 
done  will  not  constitute  a  sufficient  reason  for  the  officer  to  pass  the 
trial  bar. 

July  2000  203  -  206 


EFFICIENCY  BARS 

Oct.  2000  207  (Deleted) 

208  -  209 

Oct.  2000  210  (Deleted) 

211-212 

Oct.  2000  213  (Deleted) 

214-215 

Oct.  2000  216  (Deleted) 

217-218 

Oct.  2000  219  (Deleted) 

220  -  229 


Amendment  No.  59(a)/2000 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Nov  02 
Oct  2000 


Apr  90 


PERSONAL  REPORTS  AND  RECORDS 
Staff  Reports 

230  General 


(1)  Staff  reports  must  be  made  regularly  on  all  officers. 

(2)  Staff  reports  should  be  used  to  assess  an  officer's  performance  in  the 
job  done  during  the  report  period  and  his  conduct.  They  will  form  a 
record  of  an  officer's  standard  of  work  and  conduct  during  his 
service,  and  provide  the  basis  of  any  recommendation  for 
confirmation  to  the  pensionable  establishment,  confirmation  in 
office,  promotion,  the  grant  of  annual  increments,  personal 
extension  of  salary  scale  or  extension  or  renewal  of  agreement. 

(3)  Staff  reports  play  an  important  part  in  determining  an  officer’s 
career  prospects,  and  must  therefore  be  written  with  the  greatest 
care.  The  report  should  be  as  complete  as  possible,  indicating  both 
good  and  bad  points.  A  request  to  transfer  an  officer  whose  reports 
indicate  no  bad  points  is  unlikely  to  be  persuasive. 

(4)  Staff  reports  must  indicate  in  sufficient  detail  the  duties  of  the 
officer  during  the  report  period. 


23 1  Reporting  Officer 

(1)  The  reporting  officer  should  normally  be  at  least  one  substantive 
rank  higher  than  the  officer  being  reported  upon.  When  the  reporting 
officer  is  of  the  same  substantive  rank  (although  acting  in  a  higher 
rank)  as  the  officer  to  be  reported  upon,  there  are  two  alternatives. 
Either  the  next  most  senior  officer  should  instead  be  the  reporting 
officer,  or  the  officer  who  is  acting  should  discuss  the  report  which 
he  proposes  to  make  with  the  next  most  senior  officer  and  should 
submit  the  report  in  draft  for  approval  before  it  is  entered  on  the 
report  form.  He  should  state  that  this  has  been  done  in  the  faired 
version  of  the  report. 

(2)  Reporting  officers  should  report  only  on  those  aspects  of 
performance  on  which  they  can  make  an  honest,  objective  and 
comprehensive  assessment,  and  where  this  is  not  possible  they 
should  not  hesitate  to  say  so. 


Amendment  No.  54/2002 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Apr  90 


Apr  90 


Apr  90 


231  (3)  When  a  reporting  officer  has  had  only  a  short  period  of  time,  say, 

less  than  6  months,  in  which  to  assess  the  officer  on  whom  he  is 
reporting,  he  should  consult  the  previous  reporting  officer  or  another 
suitable  officer  wherever  possible  and  indicate  that  he  has  done  so. 
Alternatively,  if  the  officer  being  reported  upon  was  previously  in  a 
different  post,  a  separate  report  should  be  made  upon  his 
performance  in  that  post. 

Countersigning  Officer 

(4)  The  countersigning  officer  should  normally  be  at  least  two 
substantive  ranks  higher  than  the  officer  being  reported  on.  The 
countersigning  officer  should  try  to  supplement  the  assessment 
made  by  the  reporting  officer;  if  he  does  not  know  the  officer  and 
his  work  well  enough  to  do  so,  he  should  comment  on  the  standards 
of  the  reporting  officer  (e.g.  "inclined  to  over-assess").  If  he 
disagrees  with  any  of  the  reporting  officer's  assessments,  he  should 
add  his  own  assessment  and  initial  the  addition. 

Reviewing  Officer 

(5)  The  reviewing  officer  should  normally  be  the  Head  of  Grade  or 
Head  of  Department.  The  Head  of  Department  of  Grade  may 
delegate  this  duty  to  another  officer  of  an  appropriate  rank.  The 
reviewing  officer's  task  is  to  examine  the  appraisal  forms  on  the 
officer's  performance  to  date  and  : 

(a)  assess  the  officer’s  suitability  for  promotion  and  future 
potential; 

(b)  determine  the  need  for  and  type  of  remedial  action  to  be 
taken  if  performance  has  fallen  below  an  acceptable  level; 

(c)  conduct  or  arrange  career  development  interviews  from  time 
to  time;  and 

(d)  monitor  the  standards  of  appraisal  and  advise  the 
countersigning  or  appraising  officers  whether  these  are 
considered  below  standard. 

(6)  The  reviewing  officer  should  have  access  to  information  on  an 
officer's  performance  over  a  number  of  years  and  an  overall  view 
of  other  officers  operating  at  the  same  level.  He  should  also  be 
aware  of  all  the  abilities  and  qualities  required  in  the  next  higher 
rank  and  the  standards  applied  by  appraising  and  countersigning 
officers  in  order  to  give  a  fair  assessment. 


Amendment  No.  10(b)/90 


1 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jun  96 


Sept  09 


232  Staff  appraisal  interview 

(1)  The  purpose  of  a  staff  appraisal  interview  is  to  provide  feedback 
on  the  appraisee’s  performance  and  potential,  and  to  help  the 
appraisee  to  overcome  any  weakness  in  performance.  All  officers 
being  reported  on  are  entitled  to  a  staff  appraisal  interview.  If,  in 
exceptional  circumstances,  no  appraisal  interview  is  conducted,  the 
reporting  officer  should  state  the  reasons  in  the  fonn. 

(2)  After  completing  his/her  assessment,  the  reporting  officer  should 
pass  the  report  form  to  the  countersigning  officer  for  him/her  to 
decide  who  should  conduct  the  interview.  The  countersigning 
officer  should  complete  his/her  assessment  before  the  interview. 
Normally,  the  reporting  officer  shall  be  the  interviewing  officer.  It 
may,  on  occasion,  be  more  appropriate  for  the  countersigning 
officer  to  be  the  interviewing  officer,  for  example,  where  the 
countersigning  officer  disagrees  with  the  reporting  officer’s 
assessments.  No  matter  who  conducts  the  interview,  the 
countersigning  officer  should  complete  his/her  assessments  before 
the  interview. 

(3)  The  interviewing  officer  is  required  to  show  the  entire  report  to  the 
appraisee  before  the  interview. 

(4)  A  summary  of  the  discussion  in  the  interview  should  be  recorded 
in  the  report  form. 

(5)  Both  the  interviewing  officer  and  the  appraisee  are  required  to  sign 
on  the  record  of  the  appraisal  interview. 


Amendment  No.  31/2009 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Apr  90 


Nov  02 


Aug  2007 


233  Advice  on  performance 

If  an  officer  is  less  than  fully  efficient  or  productive  for  any  reason,  e.g. 
because  of  his  general  conduct,  ability,  temperament  or  attitude  to  work, 
this  should  normally  be  dealt  with  as  soon  as  the  shortcoming  is  observed 
either  by  speaking  to  him  or  writing  to  him,  without  waiting  for  the  annual 
staff  report. 


234  Annual  staff  reports  required 

(1)  Annual  staff  reports  on  the  following  officers  are  called  for  by 
circulars  each  year- 

Grade  Authority 


Administrative  Officers 


Executive  Officers  ) 

) 

Personal  Secretaries  ) 

(except  Personal  ) 

Secretaries  Eli  ) 

Official  Languages  Officers  ) 

) 

Simultaneous  Interpreters  ) 

) 

Calligraphists  ) 

Treasury  Accountants  ) 

) 

Accounting  Officers  ) 


Trade  Officers 


Management  Services 
Officers 


Secretary  for  the  Civil  Service 


Director  of  General  Grades 


Deputy  Secretary  for 
the  Civil  Service  1 


Director  of  Accounting 
Services 


Permanent  Secretary  for 
Commerce  and  Economic 
Development  (Commerce, 
Industry  and  Tourism) 

Deputy  Head, 

Efficiency  Unit 


Amendment  No.  55(a)/2002 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Nov  02 


Supplies  Officers  ) 

) 

Supplies  Supervisors  )  Director  of  Government 

)  Logistics 

Supplies  Assistants  ) 

Information  Officers  Director  of 

Information  Services 

Statisticians  ) 

) 

Statistical  Officers  )  Commissioner  for 

)  Census  and  Statistics 

Census  and  Survey  Officers  ) 

Government  Transport  ) 

Managers  ) 

) 

Transport  Services  ) 

Officers  ) 

Analysts/Programmers  ) 

) 

Computer  Operators  )  Government  Chief 

)  Information  Officer 

Data  Processors  ) 


Director  of  Government 
Logistics 


(2)  Departments  should  prepare  and  retain  annual  staff  reports  on  all 
other  officers  not  covered  by  paragraph  (1)  above. 

(3)  The  Secretary  for  the  Civil  Service  may  call  for  a  report  at  any  time 
upon  any  officer. 


Amendment  No.  55(b)/2002 


CHAPTER  I 


APPOINTMENTS,  ETC. 


July  2011 


Nov  02 


Apr  90 


Nov  02 


235  Officers  on  probation  or  on  trial 

(1)  Full  appraisal  reports  on  officers  on  probation  should  be  made  every  six 
months  in  the  first  year  of  the  probationary  period.  In  the  second  year 
and  up  to  (but  not  including)  the  last  year  of  probation,  full  appraisal 
reports  may  be  called  for  every  12  months,  on  the  understanding  that  a 
mid-year  review  is  conducted  to  confirm  that  the  officer  on  probation 
continues  to  perfonn  satisfactorily.  Six-monthly  appraisal  reports 
should  be  completed  whenever  the  perfonnance  of  officers  on 
probation  is  below  satisfactory.  In  the  last  year  of  probation,  full 
appraisal  reports  should  be  made  every  five  months.  In  the  case  of  a 
probationer  whose  probationary  period  is  18  months,  full  reports  should 
be  prepared  in  the  first  six  months  and  thereafter  every  five  months 
before  he  or  she  is  considered  for  confirmation  to  pennanent  tenns. 

The  above  arrangements  also  apply  to  officers  on  trial  when  the  trial 
period  is  more  than  two  years. 

(2)  The  responsibility  for  ensuring  that  staff  reports  on  officers  on 
probation  or  on  trial  are  completed  on  due  dates  is  vested  in  the  same 
authority  as  listed  in  CSR  234. 

236  Reports  should  be  completed  by/for  an  officer  before  he  vacates  his  post 

(1)  Departments  should  ensure  that  an  outgoing  officer  either  completes 
staff  reports  or  leaves  memoranda  on  officers  serving  under  him, 
before  vacating  his  post.  This  provision  also  applies  to  a 
subordinate  officer  being  posted  out. 

(2)  The  form  of  report  to  be  completed  should  be  as  follows: 

(a)  if  staff  changes  take  place  within  three  months  of  the  previous 
report,  no  report  need  be  submitted; 

(b)  if  the  posting  occurs  three  to  six  months  after  the  previous 
report,  a  report  in  memo  form  should  be  made; 

(c)  if  the  period  since  the  last  report  is  more  than  six  months  a  full 
scale  report  should  be  made. 

(3)  These  arrangements  should  only  apply  to  confirmed  officers  who  are 
the  subject  of  annual  staff  reports.  For  officers  acting  with  a  view 
to  substantive  promotion,  or  on  probation  or  trial,  the  guidelines  as 
promulgated  in  CSR  170(c)  and  235  should  be  followed. 

237  Reports  on  officers  completing  agreements,  secondments  or  temporary 
transfers 

When  an  officer  selected  for  appointment  on  agreement,  secondment  or 
temporary  transfer  by  the  Overseas  Development  Administration  finishes  his 
tenn  of  service,  his  department  should  supply  the  Civil  Service  Bureau  with  a 
staff  report  on  his  service  and  conduct  (in  duplicate  on  the  fonn  appropriate 
to  his  grade),  giving  full  details  of  the  nature  of  the  work  done  by  the  officer, 
for  despatch  to  the  Overseas  Development  Administration.  In  the  case  of  an 
agreement  officer,  a  staff  report  on  him  will  only  be  required  when  he  wishes 
to  be  considered  for  further  overseas  employment  through  the  Overseas 
Development  Administration.  The  department  should  therefore  ascertain 
from  the  officer  whether  or  not  he  is  interested  in  securing  further 
employment  overseas  and  inform  the  Civil  Service  Bureau  accordingly. 


Amendment  No.  11/2011 


CHAPTER  I 


APPOINTMENTS,  ETC. 


238  Staff  report  forms 

Sept  08  (1)  Unless  otherwise  approved  by  the  Secretary  for  the  Civil  Service, 

reports  on  officers  with  salaries  on  point  45  of  the  Master  Pay  Scale  or 
above  should  be  made  on  General  Performance  Appraisal  Form  GF  1. 

(2)  The  following  forms  are  used  for  the  appropriate  general  grades: 


Form 

Grade 

CSB  90 

)  Clerical  Officers 

)  Clerical  Assistants 

)  Confidential  Assistants 

CSB  93 

Office  Assistants 

GF  95 

Telephone  Operators 

CSB  471 

)  Personal  Secretaries 

)  Supervisors  of  Typing  Services 

)  Typists 

Sept  09  (3)  GF  94A,  GF  94B,  GF  94C,  and  GF  94D  are  designed  for  departmental 

grade  officers  with  salaries  on  Master  Pay  Scale  between  points  34  and 
44,  28  and  33,  16  and  27,  and  10  and  15  or  equivalent  respectively. 

(4)  GF  95  is  designed  for  use  for  all  other  officers  if  there  is  no  appropriate 
departmental  form  in  use. 

Nov  02  (5)  GF  598  is  designed  for  Model  Scale  I  staff. 

Sept  09  (6)  Departments  may  have  their  own  report  fonns  for  departmental  grade 

officers,  if  they  find  such  forms  more  relevant  than  GF  1 ,  GF  94A,  GF 
94B,  GF  94C,  GF  94D,  GF  95,  and  GF  598.  The  introduction  of  a  new 
departmental  report  form  and  major  revisions  to  current  departmental 
report  form(s)  would  require  the  approval  of  the  Secretary  for  the  Civil 
Service. 

239  Safekeeping  of  staff  reports 

Apr  90  (1)  Staff  reports  should  be  graded  ‘Restricted  (Staff)’  (See  Annex  1.2) 

Jun  96  (2)  Staff  reports  should  be  kept  by  the  appropriate  authority  indicated 

in  CSR  234 


Amendment  No.  32/2009 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Nov  03 


Nov  03 


239  (3)  (a)  When  an  officer  is  about  to  have  left  the  service,  the  Head  of 

Department/Grade  should  complete  a  "Record  of  Service" 
(G.F.  115)  on  the  officer.  The  completed  Record  of  Service 
should  be  kept  by  the  Heads  of  Department/Grade,  other  than 
their  own  records,  which  should  be  kept  by  the  Secretary  for 
the  Civil  Service.  The  staff  report  files  of  the  officer 
concerned  should  be  kept  for  12  months  after  the  officer  has 
left  the  service  or  resolution  of  any  appeal/complaint/judicial 
review,  whichever  is  the  later.  The  Record  of  Service  will  be 
filed  and  kept  for  7  years  from  the  date  on  which  he  left  the 
service  unless  there  is  a  subsisting  reason  that  obliges 
Government  to  retain  the  information  for  a  longer  period.  On 
the  expiration  of  the  7-year  retention  period,  Heads  of 
Department/Grade  will  arrange  for  the  retention  and  disposal 
of  the  Record  of  Service  in  accordance  with  the  prevailing 
procedures. 

(b)  Responsibility  for  the  completion  of  G.F.  1 15  is  as  follows: 


Outgoing  Officer 


By 


(i)  All  staff  within  the 

department,  except  (ii)  &  (iii) 


Head  of  Department 
(or  his  delegated 
officers) 


(ii)  Administrative  Officers  Permanent  Secretary 

for  the  Civil  Service 
(or  his  delegated 
officers) 


Executive  Officers  )  Director  of  General 

Personal  Secretaries  )  Grades  (or  his 

(except  Personal  Secretaries  )  delegated  officers) 

m  ) 


Information  Officers 


Director  of 
Information  Services 
(or  his  delegated 
officers) 


Official  Languages  Officers  )  Deputy  Secretary  for 
Simultaneous  Interpreters  )  the  Civil  Service  1 

Calligraphists  )  (or  his  delegated 

officers) 


Statisticians 
Statistical  Officers 
Census  and  Survey  Officers 


)  Commissioner  for 
)  Census  and  Statistics 
)  (or  his  delegated 
officers) 


Amendment  No.  32(a)/2003 


Aug  2007 


Jul  98 


Jun  96 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Government  Transport 
Managers 

Transport  Services  Officers 
Supplies  Officers 

Supplies  Supervisors 
Supplies  Assistants 

)  Director  of 
)  Government 
)  Logistics  (or  his 
)  delegated  officers) 

) 

) 

Treasury  Accountants 
Accounting  Officers 

)  Director  of 
)  Accounting  Services 
(or  his  delegated 
officers) 

Analysts/Programmers 
Computer  Operators 

Data  Processors 

)  Government  Chief 
)  Information  Officer 
)  (or  his  delegated 
officers) 

Trade  Officers 

Permanent  Secretary 
for  Commerce  and 
Economic 
Development 
(Commerce,  Industry 
and  Tourism)  (or  his 
delegated  officers) 

Management  Services 
Officers 

Deputy  Head, 
Efficiency  Unit  (or 
his  delegated 
officers) 

Heads  of  Department 

Permanent  Secretary 
of  the  appropriate 
bureau  in 
Government 
Secretariat 

(c)  The  delegated  officer  responsible  for  completing  the  form 
should  be  an  officer  of  appropriate  seniority,  who  holds  a  rank 
substantively  higher  than  that  of  the  outgoing  officer,  and  who 
should  preferably  be  of  the  same  or  related  profession.  The 
form  may  also  be  completed  by  a  directorate  officer 
designated  by  the  Head  of  Department/Grade. 

(4)  When  an  officer  is  transferred  to  another  department,  his  previous 
staff  reports  should  be  sent  to  his  new  department,  unless  they  are 
kept  in  the  Civil  Service  Bureau. 


Amendment  No.  32(b)/2003 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jun  96 


240  Documents  to  be  kept  on  staff  report  files 

(1)  As  the  purpose  of  the  staff  report  file  is  to  provide  a  complete  and 
factual  record  of  the  officer’s  conduct  and  performance,  it  should 
contain  not  only  the  officer’s  staff  reports  but  also  other  documents 
of  a  factual  nature  relating  to  the  officer’s  progress. 

(2)  Copies  of  the  following  documents  should  be  placed  on  an  officer's 
staff  report  file 

(a)  written  warnings; 

(b)  records  of  verbal  warnings; 

(c)  notification  of  stoppage  and  deferment  of  increment; 

(d)  notification  of  any  formal  disciplinary  punishments  imposed; 
and 

(e)  letters  of  commendation  and  appreciation. 

(3)  However,  no  copies  of  detailed  correspondence  should  be  kept  on 
an  officer's  staff  report  file.  Correspondence  giving  consideration  to 
disciplinary  action,  promotion,  stoppage  of  increment  etc  should  be 
kept  on  the  appropriate  personal  file. 


Amendment  No.  9(d)/96 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Apr.  1990  241  Certificate  of  Service 

A  Certificate  of  Service  (G.F.  7)  may  be  issued  to  any  officer,  regardless 
of  length  or  quality  of  service  and  even  while  he  is  still  in  the  service.  It 
should  be  signed  by  - 

(a)  the  Departmental  Secretary  or  his  delegated  officers  in  respect  of 
Departmental  Grade  officers; 

(b)  the  Deputy  of  Assistant  Head  of  Grade  in  respect  of  General  Grade 
officers; 

(c)  the  Principal  Assistant  Secretary  (Civil  Service)  Administrative 
Service  in  respect  of  Administrative  Grade  officers;  and 

(d)  the  Head  of  Department  or  Grade  in  respect  of  Directorate  Officers. 

The  issue  of  a  Certificate  for  a  Head  of  Department  or  Grade  will  be 
arranged  by  the  Secretary  for  the  Civil  Service  on  application. 


243  Testimonials 


Jan.  1997 


Nov.  2002 


Jan.  1997 


(1)  An  officer,  or  a  third  party  with  the  officer's  consent  or 
authorisation,  may  request  for  a  more  detailed  report  on  his/her 
service  in  the  form  of  a  testimonial.  Requests  for  testimonials  may 
be  made  during  or  after  an  officer's  period  of  service  so  long  as  that 
the  relevant  personal  data  of  the  officer  are  still  available  (personal 
files  and  staff  report  files  are  normally  destroyed  12  months  after 
the  officer  concerned  left  the  service),  regardless  of  whether  or  not  a 
G.F.  7  has  been  issued. 

(2)  Testimonials  on  officers  below  D2  or  equivalent  level  are  issued  by 
Permanent  Secretaries/Heads  of  Department/Heads  of  Grade,  who 
may  further  delegate  the  authority  to  their  officers  subject  to  the 
authorised  officer  - 

(a)  being  normally  concerned  with  staff  management  or 
administration; 

(b)  being  at  least  two  ranks,  or  equivalent,  above  that  of  the 
officer  on  whom  the  testimonial  is  issued;  and 

(c)  being  in  a  post  with  a  minimum  point  not  lower  than  MPS  34 
or  equivalent. 


Amendment  No.  52(a)/2002 


CHAPTER  I  -  APPOINTMENTS,  ETC. 


Jan.  1997 


Nov.  2002 


Nov.  2002 


Dec.  1998 


243  Testimonials  (Cont’d) 

(3)  In  issuing  testimonials,  the  authorised  officer  should  always  comply 
with  the  following  guidelines  - 

(a)  a  testimonial  should  include  an  officer’s  appointment  and 
duration  of  service,  and  deal  with  his  performance  and  conduct 
strictly  on  the  basis  of  his  staff  reports.  It  should  not  include 
the  issuing  officer’s  personal  views  or  any  other  presumptuous 
statements.  No  reference  should  be  made  in  a  testimonial  to 
staff  association  or  trade  union  activities; 

(b)  a  testimonial  should  not  contain  details  of  the  medical  history 
of  the  officer  concerned; 

(c)  a  testimonial  should  be  issued  direct  to  a  third  party  as 
requested  or  consented  by  the  officer  concerned,  such  as  a 
prospective  employer  or  an  educational  institution.  It  should 
be  issued  under  confidential  marking  with  a  clause  to  the 
effect  that  the  information  is  provided  in  strict  confidence  and 
should  not  be  divulged  to  any  unauthorised  persons.  The 
officer  concerned  can  be  allowed  access  to  the  testimonial 
upon  request;  and 

(d)  where  the  officer  has  been  guilty  of  any  criminal  conviction 
(including  a  conviction  under  the  Prevention  of  Bribery 
Ordinance),  or  awarded  formal  disciplinary  punishments,  the 
Permanent  Secretary/Head  of  Department/Head  of  Grade  must 
clear  the  draft  testimonial  with  the  Secretary  for  the  Civil 
Service  before  issue.  In  forwarding  the  draft  testimonial,  the 
officer's  staff  report  file  and  any  other  relevant  documents 
should  be  enclosed  with  the  covering  memorandum.  Minor 
offences  which  have  resulted  in  the  award  of  verbal  or  written 
warnings  should  not  normally  be  reflected  in  the  testimonial. 
In  case  of  doubt,  Civil  Service  Bureau  should  be  consulted. 

(4)  Testimonials  on  directorate  officers  at  D2  or  above  equivalent  level 
in  all  grades  are  issued  only  by  the  Civil  Service  Bureau. 
Permanent  Secretaries/Heads  of  Department/Heads  of  Grade  should 
forward  requests  for  testimonials  on  directorate  officers  at  D2  or 
above  equivalent  level  to  the  Civil  Service  Bureau  together  with  a 
draft  testimonial. 


244- 

259 


Amendment  No.  52(b)/2002 


Mar.  90 


Aug.  2009 

Dec.  97 

Mar.  90 
June  2017 


Aug.  2009 

Feb.  2016 


CHAPTER  I  -  APPOINTMENTS,  ETC 

260  - 
265 


RE-EMPLOYMENT  AFTER  RETIREMENT  UNDER  THE  OLD 
PENSION  SCHEME 

The  provisions  of  CSRs  266-273  apply  to  officers  who  are  serving  on 
terms  which  attract  retirement  benefits  under  the  Pensions  Ordinance  and 
Regulations  (Cap.  89)  and 

(a)  who  will  reach  the  retirement  age  of  55;  or 

(b)  who  will  have  attained  maximum  pension  status,  i.e.  completion  of 
400  months'  pensionable  service/475  months'  non-pensionable 
service,  and  elect  to  retire;  or 

(c)  whose  current  re-employment  after  retirement  is  due  to  expire. 

The  approving  authority  for  an  officer’s  re-employment  after  retirement 
without  a  break  in  service  on  attaining  maximum  pension  status  is  set  out 
in  CSR  269(1)  while  the  approving  authority  for  an  officer’s 
re-employment  after  retirement  without  a  break  in  service  beyond  the  age 
of  55  is  set  out  in  CSR  269(5).  Approval  is  subject  to  CSRs  267-272, 
any  applicable  arrangements  and  criteria  prevailing  at  the  time  of 
application  as  may  be  promulgated  from  time  to  time  by  the  Government 
and  any  other  arrangements  and  criteria  as  may  be  specified  by  the 
Government  for  such  an  application. 


266  Final  extension  of  service  upon  reaching  the  age  of  55 

(1)  All  officers  must  retire  from  the  service  on  reaching  the  normal 
retirement  age  of  55. 

(2)  Notwithstanding  (1)  above,  an  officer  may  apply  for  a  final 
extension  of  his  service  for  a  maximum  period  of  120  days 
(exclusive  of  leave  earned  during  the  extension)  on  operational  or 
personal  grounds  beyond  his  55th  birthday  subject  to  any  applicable 
arrangements  and  criteria  prevailing  at  the  time  of  the  application  as 
may  be  promulgated  from  time  to  time  by  the  Government. 

The  approving  authority  for  such  final  extensions  of  service  and 
curtailments  is  the  same  as  that  set  out  in  CSR  276(4). 

(3)  Applications  for  final  extension  of  service  should  be  submitted  for 
consideration  by  the  approving  authority  no  more  than  nine  calendar 
months  but  no  later  than  two  calendar  months  before  the  date  the 
final  extension  of  service  is  to  commence,  unless  there  are  special 
circumstances  as  considered  justified  by  the  approving  authority. 
Approved  applications  are  subject  to  CSRs  276(2)  and  276(3). 
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266  (4)  The  final  extension  of  service,  if  approved,  should  commence 

immediately  before  the  officer  ceases  active  service  in  the 
Government. 

(5)  The  Director  of  Accounting  Services  must  be  informed  in  writing  by 
the  user  department  of  such  final  extensions  of  service  and 
curtailments. 


267  Re-employment  after  retirement  without  a  break  in  service 

(1)  The  approving  authority  set  out  in  CSR  269(1)  may  approve  an 
officer’s  re-employment  after  retirement  without  a  break  in  service 
on  attaining  maximum  pension  status  in  his  substantive  rank  up  to 
the  age  of  55,  subject  in  each  case  to  service  need  and  to  the  officer 
being  required  to  remain  in  the  service  on  account  of  his  ability  and 
experience,  and  to  his  being  physically  fit. 

(2)  The  approving  authority  set  out  in  CSR  269(5)  may  approve  an 
officer’s  re-employment  after  retirement  without  a  break  in  service 
beyond  the  age  of  55  subject  to  any  applicable  arrangements  and 
criteria  prevailing  at  the  time  of  the  application  as  may  be 
promulgated  from  time  to  time  by  the  Government. 

(3)  An  officer  may  apply  for  a  final  extension  of  his  re-employment 
after  retirement  without  a  break  in  service  beyond  the  age  of  55  for 
a  maximum  period  of  120  days  (exclusive  of  leave  earned  during 
the  extension)  on  operational  or  personal  grounds,  on  the  same 
terms  as  those  applicable  to  his  current  re-employment  subject  to 
any  applicable  arrangements  and  criteria  prevailing  at  the  time  of 
the  application  as  may  be  promulgated  from  time  to  time  by  the 
Government. 

The  approving  authority  for  this  type  of  final  extension  and 
curtailment  is  the  same  as  that  for  the  officer’s  previous 
re-employment,  and  approval  would  be  subject  to  the  advice  of  the 
Public  Service  Commission  in  the  same  manner  as  his  previous 
re-employment.  CSRs  266(3)  -  (5)  are  also  applicable. 


268  Conditions  on  which  re-employment  after  retirement  without  a  break 
in  service  on  attaining  maximum  pension  status  may  be  approved 

(1)  An  officer’s  re-employment  after  retirement  without  a  break  in 
service  on  attaining  maximum  pension  status  is  subject  to  the 
following  criteria  - 

(a)  the  officer  is  of  good  conduct  and  fully  efficient  in  his  work; 
and 
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268  (1)  (b)  he  is  physically  fit;  if  his  sick  leave  record  shows  that  he  has 

been  on  sick  leave  frequently  or  for  prolonged  periods  in  the 
last  few  years,  or  if  it  is  known  that  he  has  been  receiving 
frequent  or  regular  medical  treatment  from  a  medical 
practitioner  in  the  public,  private  or  subvented  sector,  or  if 
there  are  indications  that  his  perfonnance  has  been  affected 
by  his  health,  arrangements  should  be  made  for  him  to  be 
examined  by  an  authorised  medical  practitioner  (see  CSR 
142(1))  before  his  re-employment  is  considered. 

(c)  (Deleted) 


(2)  (Deleted) 

(3)  (Deleted) 


269  Approving  authority  for  re-employment  after  retirement  without  a 
break  in  service 

(1)  Subject  to  (2)  below,  the  approving  authority  for  an  officer's 
re-employment  after  retirement  without  a  break  in  service  on 
attaining  maximum  pension  status  in  his  substantive  rank  up  to  the 
age  of  55  under  CSR  267(1)  is  - 

(a)  in  the  case  of  non-Directorate  officers  in  general  grades 

Head  of  Grade  (who  may  delegate  the  authority  to  a  Deputy  or 
an  Assistant  Head  of  Grade). 

(b)  in  the  case  of  non-Directorate  officers  in 
departmental/common  grades 

Head  of  Department  (who  may  delegate  the  authority  to  a 
Deputy  or  an  Assistant  Head  of  Department  or  Departmental 
Secretary). 

(c)  in  the  case  of  Directorate  officers  and  Heads  of  Department 
Secretary  for  the  Civil  Service. 

(2)  Notwithstanding  the  further  delegation  of  authority  from  Head  of 
Grade/Head  of  Department  set  out  in  (l)(a)  and  (b)  above,  the 
approving  authority  may  only  approve,  if  warranted,  an  application 
for  re-employment  after  retirement  which  has  been  personally 
supported  by  the  concerned  Head  of  Grade/Head  of  Department. 
A  recommendation  in  support  of  a  re-employment  application  for 
which  the  Secretary  for  the  Civil  Service  is  the  approving  authority 
has  to  be  personally  given  by  the  concerned  Head  of  Grade/Head  of 
Department  or  by  the  concerned  Pennanent  Secretary  in  the  case  of 
an  application  from  a  HoD. 
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269  (3)  The  initial  and  each  subsequent  re-employment  after  retirement  of 

an  officer  who  is  over  the  age  of  55  and  filling  an  office  within  the 
purview  of  the  Public  Service  Commission  is  subject  to  the  advice 
of  the  Commission. 


(4)  The  Director  of  Accounting  Services  must  be  informed  in  writing  by 
the  user  department  of  re-employments  after  retirement  approved 
under  this  Regulation. 

(5)  The  approving  authority  for  re-employment  after  retirement  without 
a  break  in  service  beyond  the  age  of  55  under  CSR  267(2)  is  the 
appropriate  appointment  authority  as  set  out  in  CSR  103. 


270  Terms  of  re-employment  after  retirement  without  a  break  in  service 

(1)  An  officer  who  is  re-employed  after  retirement  without  a  break  in 
service  in  an  established  office  will  be  re-employed  on  agreement 
terms.  During  the  period  of  re-employment,  including  leave  earned 
during  that  period,  the  payment  of  his  monthly  pension  will  be 
suspended  under  section  11  of  the  Pensions  Ordinance  (Cap.  89), 
unless  and  until  he  has  reached  the  applicable  normal  retirement  age 
under  the  Pensions  Ordinance;  and  this  should  be  clearly  stated  in 
the  letter  of  appointment.  On  satisfactory  completion  of  each  period 
of  re-employment,  he  will  be  eligible  for  a  gratuity  equivalent  to 
25%  of  his  total  basic  salary  drawn  during  the  period  of 
re-employment.  His  service  during  re-employment  will  not  count 
for  any  purpose  under  the  Pensions  Ordinance  and  Regulations. 

(2)  An  officer  who  is  re-employed  after  retirement  without  a  break  in 
service  in  a  non-established  office  will  be  re-employed  on 
month-to-month  terms.  During  the  period  of  his  re-employment, 
including  leave  earned  during  that  period,  the  payment  of  his 
monthly  retirement  allowance  will  be  suspended  under  section  1 1  of 
the  Pensions  Ordinance  (Cap.  89),  unless  and  until  he  has  reached 
the  applicable  normal  retirement  age  under  the  Pensions  Ordinance; 
and  this  should  be  clearly  stated  in  the  letter  of  appointment.  On 
satisfactory  completion  of  each  period  of  re-employment,  he  will  be 
eligible  for  a  gratuity  equivalent  to  25%  of  his  total  basic  salary 
drawn  during  the  period.  His  service  during  re-employment  will 
not  count  for  any  purpose  under  the  Pensions  Ordinance  and 
Regulations. 
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270  (3)  An  officer  who  has  attained  maximum  pension  status  (i.e.  having 

completed  400  months'  pensionable  service  in  the  case  of  a 
Category  A  officer,  and  475  months’  non-pensionable  service  in  the 
case  of  a  Category  B  officer),  and  fully  meets  the  criteria  in  CSRs 
267(1),  268(l)(a)  and  (b),  may  be  allowed  to  retire  and  be 
re-employed  in  his  substantive  rank  without  a  break  in  service  up  to 
the  age  of  55.  The  authority  for  approving  such  re-employment  is 
the  same  as  that  set  out  in  CSRs  269(1)  and  269(2).  The  terms  of 
the  officer's  re-employment  will  be  the  same  as  those  applicable  to 
officers  who  retire  at  the  age  of  55,  i.e.  as  outlined  in  (1)  or  (2) 
above,  as  appropriate.  His  application  for  further  re-employment 
beyond  the  age  of  55  will  be  dealt  with  in  the  manner  applicable  to 
other  officers  who  retire  at  that  age,  i.e.  CSR  267(2)  will  apply. 

(4)  An  officer  who  is  re-employed  after  retirement  without  a  break  in 
service  on  attaining  maximum  pension  status  in  his  substantive  rank 
up  to  the  age  of  55  is  normally  eligible  for  consideration  for 
promotion  provided  that  he  has  not  less  than  twelve  months  to  serve 
before  going  on  leave  prior  to  his  finally  leaving  the  service. 

(5)  An  officer  who  is  re-employed  after  retirement  without  a  break  in 
service  and  who  has  accrued  a  leave  balance  on  the  day  prior  to  his 
retirement  on  his  55th  birthday  or  on  completion  of  400  months' 
pensionable/475  months'  non-pensionable  service  will  be  allowed  to 
carry  forward  such  leave  balance  to  his  period  of  re-employment,  to 
be  taken  when  he  finally  leaves  the  service.  However,  this  deferred 
leave  will  not  count  for  pension  purposes.  It  will  attract  pay  at  the 
salary  prevailing  at  the  time  when  it  is  taken  (but  see  (7)  and  (8) 
below),  and  gratuity  payable  at  25%  of  the  salary  drawn  and  form 
part  of  the  agreement  of  re-employment.  The  payment  of  his 
monthly  pension/retirement  allowance  will  be  suspended  whilst  the 
officer  is  on  re-employment  or  deferred  leave  unless  and  until  he 
has  reached  the  applicable  nonnal  retirement  age  under  the  Pensions 
Ordinance;  and  this  should  be  clearly  stated  in  the  letter  of 
appointment. 
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If  the  officer  is  subsequently  re-employed  for  a  further  period,  the 
deferred  leave  will  be  carried  forward  to  his  next  agreement  on  the 
same  terms  as  set  out  in  (5)  above. 

An  officer  who  is  re-employed  in  a  lower  rank  after  retirement 
without  a  break  in  service  will  have  the  option,  to  be  exercised  prior 
to  the  commencement  of  his  re-employment  in  the  lower  rank,  of 
receiving  leave  pay  in  respect  of  the  deferred  leave  earned  from  his 
pre-retirement  service  either  (i)  at  the  salary  prevailing  at  the  time 
the  leave  is  taken;  or  (ii)  at  the  salary  of  his  previous  appointment  in 
the  higher  rank,  frozen  on  the  day  immediately  prior  to  his 
re-employment  in  the  lower  rank.  The  deferred  leave  also  attracts 
gratuity  at  25%  of  the  total  basic  salary  drawn  during  the  leave 
period.  The  option  exercised  will  be  irrevocable  except  in 
circumstances  described  in  (8)  below. 

An  officer  who  has  been  re-employed  in  a  lower  rank  after 
retirement  without  a  break  in  service  may  be  further  re-employed  in 
a  yet  lower  rank  upon  completion  of  his  first/subsequent 
re-employment.  In  such  circumstances,  it  will  be  necessary  to 
re-open  the  option  he  had  once  exercised  in  respect  of  the  salary  of 
his  deferred  leave  earned  from  his  pre-retirement  service.  The 
officer  will  have  the  option,  to  be  exercised  prior  to  commencement 
of  his  re-employment  in  the  further  lower  rank,  of  receiving  leave 
pay  in  respect  of  his  deferred  leave  earned  from  his  pre-retirement 
service  either  - 

(i)  at  the  salary  prevailing  at  the  time  the  leave  is  taken;  or 

(ii)  at  the  salary  frozen  either  on  the  day  prior  to  his  retirement,  or, 
if  the  officer  had  retired  and  been  re-employed  in  the  same 
rank,  on  the  last  day  of  his  re-employment  in  that  rank;  or 
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Aug.  2009  270  (8)  (iii)  at  the  salary  of  his  re-employment  in  the  lower  rank,  frozen 

on  the  day  immediately  prior  to  his  re-employment  in  the 
further  lower  rank. 

The  deferred  leave  also  attracts  gratuity  at  25%  of  the  total  basic 
salary  drawn  during  the  leave  period.  The  option  exercised  under 
this  sub-regulation  will  be  irrevocable  unless  the  officer  is  further 
re-employed  in  a  yet  lower  rank. 

(9)  An  officer  who  is  re-employed  after  retirement  without  a  break  in 
service  will  be  eligible  for  passages  in  accordance  with  the  normal 
rules  laid  down  in  Civil  Service  Regulations.  An  officer  serving  on 
overseas  terms  who  is  eligible  for  standard  homeward  passage  by 
sea  on  retirement  under  CSR  1356  will  retain  this  eligibility  until  he 
finally  leaves  the  service,  subject  to  such  sea  passage  being 
available  at  the  time  of  his  departure  from  Hong  Kong. 

(10)  An  officer  who  is  re-employed  in  a  lower  rank  after  retirement 
without  a  break  in  service  will  be  eligible  for  fringe  benefits 
appropriate  to  the  terms,  rank  and  salary  of  his  re-employment. 

June  2017  271  Procedure  for  re-employment  after  retirement  without  a  break  in 

service  on  attaining  maximum  pension  status 

(1)  If  an  officer  wishes  to  be  re-employed  without  a  break  in  service 
after  retirement  on  attaining  maximum  pension  status  (i.e.  having 
completed  400  months'  pensionable  service  in  the  case  of  a 
Category  A  officer,  and  475  months’  non-pensionable  service  in  the 
case  of  a  Category  B  officer),  he  should  apply  in  writing  to  his 
Head  of  Department  at  least  twelve  months  before  attaining 
maximum  pension  status.  If  the  Head  of  Department  is  not  the 
approving  authority,  he  will  forward  the  application  to  the 
approving  authority  with  the  following  recommendations  - 

(a)  whether  the  officer's  re-employment  application  should  be 
approved  (a  recommendation  in  support  of  the  re-employment 
application  has  to  be  made  personally  by  the  relevant  Head  of 
Grade/Head  of  Department); 

(b)  the  justifications  for  the  recommendation;  and 

(c)  whether,  having  regard  to  the  considerations  in  CSR  268(  l)(b), 
the  officer  should  be  examined  by  an  authorised  medical 
practitioner  (see  CSR  142(1))  for  an  advice  on  his  physical 
fitness  for  further  service. 
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Aug.  2009  27 1  (2)  If  approval  for  re-employment  after  retirement  without  a  break  in 

service  is  given  subject  to  confirmation  of  the  officer’s  physical 
fitness  for  further  service,  the  relevant  Department  will  arrange  for 
the  officer  to  be  examined  by  an  authorised  medical  practitioner 
(see  CSR  142(1))  not  more  than  three  months  before  the 
re-employment  is  due  to  begin  and,  where  appropriate,  forward  the 
medical  report  to  the  approving  authority  for  affirmation  of 
approval  of  the  re-employment  application. 

(3)  If  an  officer  wishes  to  seek  a  further  term  of  re-employment  after 
retirement  without  a  break  in  service,  he  should  apply  in  writing  to 
his  Head  of  Department  at  least  six  months  before  he  is  due  to  begin 
his  leave  prior  to  completion  of  his  present  term  of  re-employment. 


(4)  Decisions  for  a  further  term  of  re-employment  after  retirement 
without  a  break  in  service  should  be  made  at  least  three  months 
before  the  officer  is  due  to  begin  his  leave  prior  to  completion  of 
re-employment.  In  other  respects,  the  procedure  is  the  same  as  for 
the  first  term  of  re-employment. 


Aug.  2009  272  Curtailment  of  re-employment  after  retirement  without  a  break  in 

service 


June  2017 


(1)  An  officer’s  first  or  subsequent  term  of  re-employment  after 
retirement  without  a  break  in  service  is  subject  to  continued 
physical  fitness,  satisfactory  performance  and  conduct.  If  for 
reasons  of  physical  unfitness  or  unsatisfactory  performance  of 
duties  or  conduct,  it  is  considered  undesirable  that  an  officer  serving 
on  the  first  or  subsequent  term  of  re-employment  should  continue  to 
hold  office,  his  re-employment  should  be  curtailed. 

(2)  An  officer  serving  on  re-employment  after  retirement  without  a 
break  in  service  may  apply  for  curtailment  of  his  re-employment 
without  loss  of  accrued  benefits,  by  giving  the  following  period  of 
notice  (exclusive  of  leave)  - 

(a)  in  the  case  of  a  Directorate  officer  :  6  months; 

(b)  in  the  case  of  other  officers  :  3  months. 

If  the  application  is  approved,  the  effective  date  of  termination  of 
re-employment  will  be  decided  in  the  light  of  the  time  required  to 
find,  appoint  and  train  a  suitable  replacement. 

(3)  The  approving  authority  for  curtailment  of  an  officer's 
re-employment  after  retirement  without  a  break  in  service  is  the 
same  for  approving  re-employment  concerned  as  set  out  in  CSRs 
269(1)  and  269(5),  as  applicable. 
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Sept.  2011  273  Pensioners  re-employed  after  a  break  in  service 

A  pensioner  below  the  age  of  55  who  is  re-employed  in  the  civil 
service  after  a  break  in  service,  irrespective  of  the  cause  of  his 
pre-mature  retirement,  should  normally  be  appointed  on  the 
prevailing  terms  appropriate  to  the  appointment.  His  further 
service  will  not  count  for  additional  benefits  under  the  Pensions 
Ordinance  and  Regulations  (Cap.  89).  During  re-employment, 
payment  of  his  monthly  pension/retirement  allowance  will  be 
suspended  under  section  1 1  of  the  Pensions  Ordinance  unless  and 
until  he  has  reached  the  applicable  normal  retirement  age  under 
the  Pensions  Ordinance,  and  this  should  be  clearly  stated  in  the 
letter  of  appointment. 
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Aug.  2009 


June  2017 


EXTENSION  OF  SERVICE  BEYOND  THE  RETIREMENT  AGE 
UNDER  THE  NEW  PENSION  SCHEME 

The  provisions  of  CSRs  274-278  apply  to  officers  who  are  serving  on 
terms  which  attract  retirement  benefits  under  the  Pension  Benefits 
Ordinance  and  Regulations  (Cap.  99).  In  these  regulations,  retirement 
age  means  - 

(a)  for  disciplined  services  staff,  the  age  prescribed  by  Heads  of 
Disciplined  Services  by  notice  in  the  Gazette;  and 

(b)  for  other  staff,  the  age  of  60. 

The  approving  authority  for  an  officer’s  re-employment  after  retirement 
without  a  break  in  service  on  attaining  maximum  pension  status  is  set  out 
in  CSR  269(1)  while  the  approving  authority  for  an  officer’s  extension  of 
service/re-employment  after  retirement  without  a  break  in  service  beyond 
retirement  age  is  set  out  in  CSR  275(2).  Approval  is  subject  to  CSRs  275 
and  277,  any  applicable  arrangements  and  criteria  prevailing  at  the  time  of 
application  as  may  be  promulgated  from  time  to  time  by  the  Government 
and  any  other  arrangements  and  criteria  as  may  be  specified  by  the 
Government  for  such  an  application. 

274  The  Director  of  Accounting  Services  must  be  informed  in  writing  by  the 
user  department  of  extensions  of  service/re-employments  after  retirement 
and  curtailments  approved  under  CSRs  275-278. 


275  Extension  of  service/re-employment  after  retirement  without  a  break 

in  service  beyond  retirement  age 

(1)  The  approving  authority  set  out  in  CSR  275(2)  may  approve  an 
officer’s  extension  of  service/re-employment  after  retirement 
without  a  break  in  service  beyond  retirement  age  subject  to  any 
applicable  arrangements  and  criteria  prevailing  at  the  time  of  the 
application  as  may  be  promulgated  from  time  to  time  by  the 
Government. 

(2)  The  approving  authority  for  an  officer’s  extension  of 

service/re-employment  after  retirement  without  a  break  in  service 
beyond  retirement  age  is  the  appropriate  appointment  authority  as 
set  out  in  CSR  103.  Approval  for  such  extension  of 

service/re-employment  after  retirement  in  respect  of  an  officer 
filling  an  office  within  the  purview  of  the  Public  Service 
Commission  is  subject  to  the  advice  of  the  Commission. 

(3)  Officers  serving  on  extension  of  service/re-employment  after 
retirement  without  a  break  in  service  will  continue  their  service 
beyond  retirement  age  on  existing  terms. 


Amendment  No.  1 7(a)/20 1 7 


CHAPTER  I  -  APPOINTMENTS,  ETC 


Aug.  2009 


June  2017 


June  2017 


275  (3)  (a)  Unless  an  officer  has  attained  maximum  pension  status,  any 

extension  of  service  beyond  the  retirement  age  will  continue 
to  be  on  terms  which  attract  benefits  under  the  Pension 
Benefits  Ordinance  and  Regulation  (Cap.  99)  (i.e.  the  officer 
will  not  retire  with  payment  of  pension  benefit  until  expiry  of 
leave  after  the  extension  of  service). 

(b)  In  the  case  of  an  officer  who  is  re-employed  after  retirement 
upon  attaining  maximum  pension  status,  further  employment 
beyond  the  retirement  age,  if  approved,  will  be  on  the  same 
terms  as  set  out  in  CSR  277(4). 


(c)  An  officer  serving  on  extension  of  service/re-employment 
after  retirement  will  be  eligible  for  passages  in  accordance 
with  the  normal  rules  laid  down  in  Civil  Service  Regulations. 
An  officer  serving  on  overseas  terms  who  is  eligible  for  a 
retirement  sea  passage  under  CSR  1356  but  does  not  take  one 
at  the  time  of  his  retirement  may  retain  his  eligibility  to  take 
up  his  final  homeward  passage  by  a  standard  sea  passage  in 
place  of  an  air  passage,  subject  to  a  standard  sea  passage 
being  available  at  the  time  of  his  departure  from  Hong  Kong. 

(d)  (Deleted) 


(4)  Curtailment  of  extension  of  service/re-employment  after  retirement 
without  a  break  in  service 


(a)  If  for  reasons  of  physical  unfitness  or  unsatisfactory 
performance  of  duties  or  conduct,  it  is  considered  undesirable 
that  an  officer  serving  on  extension  of  service/re-employment 
after  retirement  should  continue  to  hold  office,  his  service 
should  be  curtailed.  The  approving  authority  for  curtailment 
is  the  same  as  that  for  approving  the  extension  of 
service/re-employment  after  retirement  concerned. 

(b)  An  officer  may  apply  to  the  approving  authority  for 
curtailment  of  the  period  of  his  extension  of 
service/re-employment  after  retirement  without  loss  of 
accrued  benefits,  giving  the  following  period  of  notice 
(exclusive  of  leave)  - 

(i)  in  the  case  of  a  Directorate  officer  :  6  months; 

(ii)  in  the  case  of  other  officers  :  3  months. 

If  the  application  is  approved,  the  effective  date  of  termination 
of  service  will  be  decided  in  the  light  of  the  time  required  to 
find,  appoint  and  train  a  suitable  replacement. 


Amendment  No.  17(b)/2017 


CHAPTER  I  -  APPOINTMENTS,  ETC 


Aug.  2009 
June  2017 


Aug.  2009 


Feb.  2016 


Aug.  2009 

June  2017 


276  Final  extension  of  service 

(1)  An  officer  may  apply  for  a  final  extension  of  service  for  a  maximum 
period  of  120  days  (exclusive  of  leave  earned  during  the  extension) 
on  operational  or  personal  grounds  beyond  his  retirement  age 
subject  to  any  applicable  arrangements  and  criteria  prevailing  at  the 
time  of  the  application  as  may  be  promulgated  from  time  to  time  by 
the  Government. 

(2)  An  officer  whose  service  is  extended  under  this  Regulation  will 
continue  his  service  on  existing  terms. 

(3)  If  for  reasons  of  physical  unfitness  or  unsatisfactory  performance  of 
duties  or  conduct,  it  is  considered  undesirable  that  an  officer  should 
continue  to  hold  office,  his  extension  of  service  should  be  curtailed. 

(4)  The  approving  authority  for  such  final  extensions  of  service  and 
curtailments  is  - 

(a)  in  the  case  of  officers  in  general  grades  (other  than  Heads  of 
Department) 

Head  of  Grade 

(b)  in  the  case  of  officers  in  dcpartmcntal/common  grades  (other 
than  Heads  of  Department) 

Head  of  Department  or  Deputy  Head  of  Department  (for 
officers  below  the  Deputy  Head  of  Department  level) 

(c)  in  the  case  of  a  Head  of  Department 
Secretary  for  the  Civil  Service 

(5)  (Deleted) 

(6)  Applications  for  final  extension  of  service  should  be  submitted  for 
consideration  by  the  approving  authority  no  more  than  nine  calendar 
months  but  no  later  than  two  calendar  months  before  the  date  the 
final  extension  of  service  is  to  commence,  unless  there  are  special 
circumstances  as  considered  justified  by  the  approving  authority. 

(7)  The  final  extension  of  service,  if  approved,  should  commence 
immediately  before  the  officer  ceases  active  service  in  the 
Government. 

(8)  An  officer  may  apply  for  a  final  extension  of  service  for  a  maximum 
period  of  120  days  on  the  expiry  date  of  his  current  extension  of 
service/re-employment  after  retirement  without  a  break  in  service 
beyond  retirement  age  subject  to  any  applicable  arrangements  and 
criteria  prevailing  at  the  time  of  the  application  as  may  be 
promulgated  from  time  to  time  by  the  Government.  The  approving 
authority  for  this  type  of  final  extension  and  curtailment  is  the  same 
as  that  for  the  officer’s  previous  extension  of  service/re-employment 
after  retirement,  and  approval  would  be  subject  to  the  advice  of  the 
Public  Service  Commission  in  the  same  manner  as  his  previous 
extension  of  service/re-employment  after  retirement.  (2),  (3),  (6) 
and  (7)  above  are  also  applicable. 


Amendment  No.  1 7(c)/20 1 7 


CHAPTER  I  -  APPOINTMENTS,  ETC 


Aug.  2009  277  Re-employment  after  retirement  without  a  break  in  service  on 

attaining  maximum  pension  status 

(1)  An  officer  who  attains  maximum  pension  status  before  the 
retirement  age  (i.e.  when  he  has  completed  a  period  of  pensionable 
service  which  earns  a  pension  at  the  rate  of  2/3  of  his  highest 
pensionable  emoluments)  may  be  permitted  to  retire  and  be 
re-employed  in  the  same  rank  without  a  break  in  service. 

(a)  The  following  officers  will  attain  maximum  pension  status  on 
completion  of  450  months  pensionable  service  - 


(i)  Category  A  officers  appointed  before  1.7.1987  and  who 
have  opted  to  join  the  New  Pension  Scheme  (also  see 
para.  (b)(ii)  and  (iii)  below); 

(ii)  Category  A  officers  appointed  on  or  after  1 .7. 1987;  and 

(iii)  Category  B  officers  appointed  on  or  after  1 .7. 1987. 

(b)  For  the  following  officers,  the  length  of  service  to  attain 

maximum  pension  status  is  detennined  individually  - 

(i)  Category  B  officers  appointed  before  1.7.1987  (an 
example  is  given  at  Annex  1.3(a); 

(ii)  Category  A  officers  with  a  period  of  service  in  a 
non-established  office  prior  to  1.4.1987  (an  example  is 
given  at  Annex  1.3(b);  and 

(iii)  Category  A  officers  who  have  opted  to  transfer  from 
90%  pensionability  to  100%  pensionability  (an  example 
is  given  at  Annex  1.3(c). 


(2)  An  officer’s  re-employment  after  retirement  without  a  break  in 
service  under  CSR  277(1)  may  be  granted  on  application,  subject  in 
each  case  to  service  need  and  to  the  officer  being  required  to  remain 
in  the  service  on  account  of  his  ability  and  experience,  and  to  his 
being  physically  fit.  If  records  show  that  the  officer  has  been  on 
sick  leave  frequently  or  for  prolonged  periods  in  the  last  few  years, 
or  if  it  is  known  that  he  has  been  receiving  frequent  or  regular 
medical  treatment  from  a  medical  practitioner  in  the  public,  private 
or  subvented  sector,  or  if  there  are  indications  that  his  performance 
has  been  affected  by  his  health,  the  relevant  Department  will 
arrange  for  the  officer  to  be  examined  by  an  authorised  medical 
practitioner  (see  CSR  142(1))  before  the  re-employment  is  due  to 
begin  and,  where  appropriate,  forward  the  medical  report  to  the 
approving  authority  for  affirmation  of  approval  of  the 
re-employment  application. 


Amendment  No.  33(l)/2009 


CHAPTER  I  -  APPOINTMENTS,  ETC 


June  2017 


Aug.  2009 


Sept.  2011 


277  (3)  The  approving  authority  for  re-employment  after  retirement  without 

a  break  in  service  on  attaining  maximum  pension  status  until  the 
retirement  age  under  this  Regulation  is  the  same  as  that  set  out  in 
CSRs  269(1)  and  269(2). 

(4)  Terms  of  re-employment  after  retirement 

(a)  Re-employment  after  retirement  in  the  same  rank  upon 
attaining  maximum  pension  status  without  a  break  in  service 
will  be  on  the  following  terms  - 

(i)  agreement  tenns  for  appointment  to  an  established  office; 
and 

(ii)  month-to-month  terms  for  appointment  to  a 
non-established  office. 

Payment  of  monthly  pension  will  be  suspended  during  the 
period  of  re-employment,  including  leave  earned  during  that 
period,  unless  and  until  an  officer  has  reached  the  applicable 
nonnal  or  prescribed  retirement  age  specified  in  the  Pension 
Benefits  Ordinance  and  Regulations  (Cap.  99);  and  this  should 
be  clearly  stated  in  the  letter  of  appointment.  On  satisfactory 
completion  of  the  period  of  re-employment,  an  officer  will  be 
eligible  for  a  gratuity  equivalent  to  25%  of  total  basic  salary 
drawn  during  the  period  of  re-employment.  Service  during 
re-employment  after  retirement  does  not  count  for  any  purpose 
under  the  Pension  Benefits  Ordinance  and  Regulations. 


Amendment  No.  1 7(d)/20 1 7 


CHAPTER  I  -  APPOINTMENTS,  ETC 


Sept.  2011 


Aug.  2009 


June  2017 


Aug.  2009 


277  (4)  (b)  An  officer  re-employed  under  this  Regulation  who  has  accrued 

a  leave  balance  on  the  day  prior  to  retirement  will  be  allowed 
to  carry  forward  such  leave  balance  to  his  period  of 
re-employment,  to  be  taken  when  he  finally  leaves  the  service. 
However,  this  deferred  leave  will  not  count  for  pension 
purposes.  It  will  attract  salary  prevailing  at  the  time  when  it  is 
taken  and  gratuity  at  25%  of  the  salary  drawn,  and  fonn  part  of 
the  period  of  re-employment.  The  payment  of  monthly  pension 
will  be  suspended  whilst  the  officer  is  on  re-employment  or  on 
deferred  leave,  unless  and  until  he  has  reached  the  applicable 
nonnal  or  prescribed  retirement  age  specified  in  the  Pension 
Benefits  Ordinance  and  Regulations;  and  this  should  be  stated 
in  the  letter  of  appointment. 

(c)  If  the  officer  is  subsequently  re-employed  for  a  further  period, 
the  deferred  leave  will  be  carried  forward  to  his  next  period  of 
re-employment  on  the  same  terms  as  set  out  in  para.  4(b) 
above. 

(d)  An  officer  on  re-employment  after  retirement  without  a  break 
in  service  on  attaining  maximum  pension  status  up  to  the 
retirement  age  is  normally  eligible  for  consideration  for 
promotion  provided  that  he  has  not  less  than  12  months  to 
serve  before  going  on  leave  prior  to  his  finally  leaving  the 
service. 


277  (5)  Procedures  for  re-employment  after  retirement 

(a)  If  an  officer  wishes  to  retire  on  attaining  maximum  pension 
status  and  be  immediately  re-employed,  he  should  apply  in 
writing  to  his  Head  of  Department  at  least  twelve  months 
before  attaining  maximum  pension  status.  Having  regard  to  the 
considerations  in  CSR  277(2),  applications  should  be 
forwarded  to  the  approving  authority  (if  the  Head  of 
Department  is  not  the  approving  authority)  with  the  following 
recommendations  - 

(i)  whether  the  officer's  re-employment  should  be  approved 
(a  recommendation  in  support  of  the  re-employment 
application  has  to  be  made  personally  by  the  relevant 
Head  of  Grade/Head  of  Department); 

(ii)  the  justifications  for  the  recommendation;  and 

(iii)  whether  the  officer  should  be  examined  by  an  authorized 
medical  practitioner  (see  CSR  142(1))  for  advice  on  his 
physical  fitness  for  further  service. 


Amendment  No .  1 7(e)/20 1 7 


CHAPTER  I  -  APPOINTMENT,  ETC. 


Aug.  2009 


Aug.  2009 


Sept.  2011 


277  (5)  (b)  If  approval  for  re-employment  after  retirement  without  a  break 

in  service  is  given  subject  to  confirmation  of  the  officer’s 
physical  fitness  for  further  service,  the  relevant  Department 
will  arrange  for  the  officer  to  be  examined  by  an  authorized 
medical  practitioner  (see  CSR  142(1))  not  more  than  three 
months  before  the  re-employment  is  due  to  begin  and,  where 
appropriate,  forward  the  medical  report  to  the  approving 
authority  for  affirmation  of  approval  of  the  re-employment 
application. 

(6)  Curtailment  of  re-employment  after  retirement 

(a)  The  provisions  for  curtailment  of  an  officer’s  re-employment 
after  retirement  are  the  same  as  those  set  out  in  CSR  275(4). 

(b)  The  authority  for  curtailment  of  an  officer’s  re-employment 
after  retirement  is  the  same  as  set  out  in  CSR269(1). 

278  Pensioners  re-employed  after  a  break  in  service 

A  pensioner  below  the  retirement  age  who  is  re-employed  in  the 
civil  service  after  a  break  in  service,  irrespective  of  the  cause  of 
his  retirement,  should  normally  be  appointed  on  the  prevailing 
terms  appropriate  to  the  appointment.  His  further  service  will  not 
count  for  additional  benefits  under  the  Pension  Benefits  Ordinance 
and  Regulations  (Cap.  99).  During  re-employment,  payment  of  his 
monthly  pension  will  be  suspended  under  section  26  of  the 
Pension  Benefits  Ordinance,  unless  and  until  he  has  reached  the 
applicable  normal  or  prescribed  retirement  age  specified  in  the 
Pension  Benefits  Ordinance  and  Regulations;  and  this  should  be 
clearly  stated  in  the  letter  of  appointment. 


Amendment  No.  17(c)/2011 


CHAPTER  I  -  APPOINTMENTS,  ETC 


July  2000 


Feb.  2016 


June  2017 


July  2000 


FURTHER  APPOINTMENT 

(The  provisions  of  CSRs  280-282  apply  to  officers  appointed  on 
fixed-term  appointment  with  a  specified  duration  of  appointment  or  period 
of  service,  or  providing  for  expiry  of  appointment  in  specified 
circumstances,  excluding  those  re-employed  after  retirement.) 

280  EXTENSION  OF  AGREEMENT 

(1)  The  appropriate  appointment  authorities  (CSR  103)  may  grant  an 
agreement  officer  an  extension  of  his  agreement  for  a  period  of  up  to 
120  days  beyond  the  expiry  date  of  the  agreement  without  seeking 
the  advice  of  the  Public  Service  Commission  once  within  each 
period  of  agreement  provided  that  - 

(a)  the  officer’s  work  and  conduct  have  been  satisfactory; 

(b)  he  can  be  fully  employed  during  the  period  of  extension;  and 

(c)  the  extension  will  not  carry  his  employment  beyond  the  age  of 
55/57,  60,  or  65,  as  applicable. 

(2)  For  an  extension  of  agreement  that  will  be  of  not  more  than  120 
days  and  carry  the  employment  of  an  officer  beyond  the  age  of 
55/57,  60,  or  65,  as  applicable,  the  appropriate  appointment 
authorities  (CSR  103)  may  give  approval  without  seeking  the  advice 
of  the  Public  Service  Commission,  subject  to  any  applicable 
arrangements  and  criteria  as  may  be  promulgated  from  time  to  time 
by  the  Government. 

(3)  For  an  extension  of  agreement  that  will  be  over  120  days,  the 
appropriate  appointment  authorities  (CSR  103)  may  give  approval 
subject  to  the  advice  of  the  Public  Service  Commission  if  so 
required  by  the  Public  Service  Commission  Ordinance  and 
Regulations  (Cap.  93).  Specifically,  for  an  extension  of  agreement 
that  will  be  over  120  days  and  will  carry  the  employment  of  an 
officer  beyond  the  age  of  55/57,  60,  or  65,  as  applicable,  the 
appropriate  appointment  authorities  (CSR  103)  may  grant  approval 
subject  to  any  applicable  arrangements  and  criteria  prevailing  at  the 
time  of  the  application  as  may  be  promulgated  from  time  to  time  by 
the  Government. 


28 1  RENEWAL  OF  AGREEMENT 

(1)  If  so  invited  by  the  appropriate  appointment  authorities  and  subject 
to  any  terms  as  may  be  specified  in  the  letter  of  appointment,  an 
officer  may  make  an  application  for  a  further  agreement.  Such  an 
application  for  a  further  agreement  is  subject  to  any  applicable 
arrangements  and  criteria  prevailing  at  the  time  of  the  application  as 
may  be  promulgated  from  time  to  time  by  the  Government  or  any 
other  arrangements  and  criteria  as  may  be  specified  by  the 
Government  for  such  an  application.  The  offer  of  a  further 
agreement  to  an  officer  is  subject  to,  inter  alia  - 

(a)  service  need; 

Amendment  No.  18(a)/2017 


CHAPTER  I  -  APPOINTMENTS,  ETC 


July  2000 


June  2017 


Dec.  1998 


July  2000 


June  2017 


281 


(1)  (b)  continued  satisfactory  conduct  and  efficient  performance  of  his 

work; 


(c)  continued  physical  fitness; 

(d)  if  he  is  non-local  officer,  the  lack  of  a  qualified  and  suitable 
local  replacement;  and 

(e)  any  other  requirements  as  may  be  stipulated  by  the 
Government  for  general  application  or  for  the  department, 
grade  or  rank  concerned. 


(2)  For  renewal  of  agreement  that  will  carry  the  employment  of  an 
officer  beyond  the  age  of  55/57,  60,  or  65,  as  applicable,  approval 
may  be  given  subject  to  any  applicable  arrangements  and  criteria 
prevailing  at  the  time  of  the  application  as  may  be  promulgated  from 
time  to  time  by  the  Government. 


(3)  The  authorities  for  approving  renewal  of  agreement  under  this 
regulation  are  the  same  as  those  set  out  in  CSR  103. 


282  FURTHER  APPOINTMENT 

(1)  The  offer  of  further  appointment  to  an  officer  beyond  his  current 
appointment  is  solely  at  the  discretion  of  the  Government.  The 
Government  is  not  obligated  to  give  any  reasons  for  not  offering 
further  appointment  and  there  should  be  no  presumption  that  further 
appointment  will  be  offered. 

(2)  Any  further  appointment  shall  be  for  such  period  and  on  such  terms 
and  conditions,  including  salary,  as  may  be  offered  by  the 
Government.  The  Government  is  not  obliged  to  refer  to  the  terms 
and  conditions,  including  salary,  of  the  current  agreement  in  the 
offer  of  terms  and  conditions,  including  salary,  for  further 
appointment. 

(3)  (Deleted) 


Amendment  No.  1 8(b)/20 1 7 


CHAPTER  I  -  APPOINTMENTS,  ETC 

EXTENSION  OF  SERVICE  BEYOND  THE  RETIREMENT  AGE 
FOR  OFFICERS  UNDER  THE  CIVIL  SERVICE  PROVIDENT  FUND  SCHEME 

Feb.  2016  The  provisions  of  CSRs  283-285  apply  to  officers  under  the  Civil  Service 

Provident  Fund  (CSPF)  Scheme.  The  retirement  ages  of  CSPF  officers 
are  set  out  in  C  SR  360. 

Feb.  2016  283  The  Director  of  Accounting  Services  must  be  informed  in  writing  by  the 

user  department  of  extensions  of  service  and  curtailments  approved  under 
CSRs  284-285. 


Feb.  2016  284  Final  extension  of  service 

(1)  An  officer  may  apply  for  a  final  extension  of  service  for  a  maximum 
period  of  120  days  (exclusive  of  leave  earned  during  the  extension) 
on  operational  or  personal  grounds  beyond  his  retirement  age 
subject  to  any  applicable  arrangements  and  criteria  prevailing  at  the 
time  of  the  application  as  may  be  promulgated  from  time  to  time  by 
the  Government. 

(2)  An  officer  whose  service  is  extended  under  this  Regulation  will 
continue  his  service  on  existing  terms. 

(3)  If  for  reasons  of  physical  unfitness  or  unsatisfactory  performance  of 
duties  or  conduct,  it  is  considered  undesirable  that  an  officer  should 
continue  to  hold  office,  his  extension  of  service  should  be  curtailed. 

(4)  The  approving  authority  for  final  extensions  of  service  and 
curtailments  is  the  same  as  that  set  out  in  CSR  276(4). 

(5)  Applications  for  final  extension  of  service  should  be  submitted  for 
consideration  by  the  approving  authority  no  more  than  nine  calendar 
months  but  no  later  than  two  calendar  months  before  the  date  the 
final  extension  of  service  is  to  commence,  unless  there  are  special 
circumstances  as  considered  justified  by  the  approving  authority. 

(6)  The  final  extension  of  service,  if  approved,  should  commence 
immediately  before  the  officer  ceases  active  service  in  the 
Government. 


June  2017  285  Extension  of  service  without  a  break  in  service  beyond  retirement  age 

(1)  The  approving  authority  in  CSR  285(2)  may  approve  an  officer’s 
extension  of  service  without  a  break  in  service  beyond  retirement 
age  for  a  longer  period  than  120  days  subject  to  any  applicable 
arrangements  and  criteria  prevailing  at  the  time  of  the  application  as 
may  be  promulgated  from  time  to  time  by  the  Government. 


Amendment  No.  18(c)/2017 


CHAPTER  I  -  APPOINTMENTS,  ETC 
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285  (2)  The  approving  authority  for  an  officer’s  extension  of  service  without 

a  break  in  service  beyond  retirement  age  for  a  longer  period  than 
120  days  is  the  appropriate  appointment  authority  as  set  out  in  CSR 
103.  Approval  for  such  extension  of  service  in  respect  of  an  officer 
filling  an  office  within  the  purview  of  the  Public  Service 
Commission  is  subject  to  the  advice  of  the  Commission. 

(3)  Subject  to  the  prevailing  terms  and  conditions  of  the  CSPF  Scheme 
as  applicable  to  the  officer,  the  period  of  extension  of  service  will  be 
counted  in  arriving  at  the  number  of  completed  years  of  continuous 
service  for  the  purpose  of  detennining  the  applicable  CSPF 
contribution  rates  and  payment  of  the  accrued  CSPF  benefits  will  be 
arranged  upon  his  retirement  from  the  civil  service  after  the  end  of 
the  extension  of  service. 


(4)  An  officer  may  apply  for  a  final  extension  of  service  for  a  maximum 
period  of  120  days  on  the  expiry  date  of  his  current  extension  of 
service  under  CSR  285(1)  subject  to  any  applicable  arrangements 
and  criteria  prevailing  at  the  time  of  the  application  as  may  be 
promulgated  from  time  to  time  by  the  Government.  The  approving 
authority  for  this  type  of  final  extension  of  service  and  its 
curtailment  is  the  same  as  that  for  the  officer’s  previous  extension  of 
service,  and  approval  would  be  subject  to  the  advice  of  the  Public 
Service  Commission  in  the  same  manner  as  his  previous  extension 
of  service.  CSRs  284(2),  (3),  (5),  (6)  are  applicable. 

(5)  Curtailment  of  extension  of  service 

(a)  If  for  reasons  of  physical  unfitness  or  unsatisfactory 
performance  of  duties  or  conduct,  it  is  considered  undesirable 
that  an  officer  serving  on  extension  of  service  should  continue 
to  hold  office,  his  service  should  be  curtailed. 

(b)  An  officer  may  apply  to  curtail  the  period  of  his  extension  of 
service  without  loss  of  accrued  benefits,  by  giving  the 
following  period  of  notice  (exclusive  of  leave)  - 

(i)  in  the  case  of  a  Directorate  officer:  6  months; 

(ii)  in  the  case  of  other  officers:  3  months. 

If  the  application  is  approved,  the  effective  date  of  termination  of 
service  will  be  decided  by  the  approving  authority.  The  approving 
authority  for  curtailment  is  the  same  as  that  for  approving  the 
extension  of  service  concerned. 


286-299 


Amendment  No.  1 8(d)/20 1 7 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


GENERAL 

June  2004  Notice  of  resignation  and  salary  in  lieu  of  notice  (see  also  CSR  320). 

June  92  300  (1)  Notice  of  resignation  should  be  given  in  writing  and  it  becomes 

effective  on  the  date  it  is  received  from  (or  given  by)  the  officer. 
For  example,  one  calendar  month's  notice  from  24th  June  begins 
on  that  date  and  expires  on  23rd  July:  termination  of  service  is 
effective  from  24th  July. 

June  92  (2)  An  officer  who  resigns  by  giving  the  required  period  of  notice,  or 

whose  service  has  been  terminated,  must  remain  on  duty  during  the 
period  of  notice.  If  he  absents  himself  from  duty  without 
reasonable  cause  during  this  period,  disciplinary  action  may  be 
taken  against  him.  The  period  of  notice  will  also  be 
correspondingly  extended  by  the  period  of  any  unauthorised 
absence  if  the  aggregate  period  of  unauthorised  absence  is  of  one 
day  or  more.  Any  extension  will  be  rounded  up  to  the  nearest  day. 
The  Secretary  for  the  Civil  Service  may  refuse  to  accept  an 
officer's  resignation  if  the  officer  fails  to  satisfactorily  serve  the 
requisite  period  of  notice. 

June  2004  (3)  An  officer  who  pays  salary  in  lieu  of  notice  will  be  required  to  pay 

the  salary  he  has  received  immediately  before  leaving  the  service. 
The  Permanent  Secretary  or  Head  of  Department,  in  consultation 
with  the  Director  of  Accounting  Services,  must  take  all  reasonable 
steps  to  ensure  that  the  correct  and  full  amount  is  paid  by  the 
officer  and  that  the  Director  of  Audit  is  informed  accordingly. 

June  92  (4)  Where  an  officer  pays  (or  receives)  salary  (and  any  other 

pensionable  pay  or  allowance)  in  lieu  of  notice  he  shall  (also) 
receive  an  amount  of  salary  bearing  the  same  proportion  to  his 
monthly  salary  as  the  days  worked  in  the  current  month  bear  to  the 
calendar  month. 

301  -  304 


Amendment  No.  28(a)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


TERMINATION  OF  SERVICE  BY  THE  GOVERNMENT* 


June  2004  Termination  of  service  of  officers  on  the  permanent  establishment 

June  2004  305  (1)  The  service  of  an  officer  on  the  permanent  establishment  may  be 

terminated  in  accordance  with  the  disciplinary  procedures  set  out 
in  the  Public  Service  (Administration)  Order  1997  and  the  Public 
Service  (Disciplinary)  Regulation,  or  in  accordance  with  the 
statutory  powers  granted  to  Heads  of  certain  Departments. 

(2)  If  the  termination  of  such  an  officer’s  service  is  on  account  of 
abolition  of  office  or  reorganization  of  the  department  to  effect 
greater  efficiency  or  economy,  his  case  should  be  dealt  with  in 
accordance  with  CSR  383. 

*  Civil  Service  Regulations  on  termination  of  service  do  not  apply  to  appointments  for  which  a 
different  procedure  is  laid  down  by  Ordinance. 


Amendment  No.  28(b)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 
June  2004 


May  91 

June  2004 


Termination  of  service  of  Category  B  officers 


306  (1)  (a)  The  service  of  a  Category  B  officer  other  than  those  on 

agreement  terms  may  be  terminated  by  the  appropriate 
authority  stated  under  CSRs  306(2)  and  (3).  Before  a  decision 
is  made  to  terminate  an  officer's  service,  he  will  be  informed 
by  his  Department  in  writing  of  the  grounds  on  which 
termination  of  his  service  is  contemplated  and  be  allowed  to 
submit  any  representations  he  may  wish  to  make  within 
fourteen  calendar  days  from  the  date  of  the  letter.  A  decision 
will  be  made  by  the  appropriate  authority  having  regard  to  the 
circumstances  of  the  case  and  the  representations  made  by  the 
officer.  If  the  appropriate  authority  decides  that  the  service  of 
an  officer  should  be  terminated,  his  service  shall  be  terminated 
by  giving  one  calendar  month's  notice  in  writing  or  paying  one 
month's  salary  in  lieu  of  notice  (see  CSR  300). 

(b)  If  the  termination  of  such  an  officer's  service  is  on  account  of 
redundancy  or  reorganization  of  the  department  to  effect 
greater  efficiency  or  economy,  his  case  should  be  dealt  with  in 
accordance  with  CSR  388  (see  also  Annex  2.1). 


(2)  The  service  of  such  an  officer  in  an  office  with  an  initial  salary  on 
Point  14  of  the  Master  Pay  Scale  or  more  may  be  terminated  only  on 
the  authority  of  the  Secretary  for  the  Civil  Service. 

(3)  The  service  of  other  such  officers  may  be  terminated  by  the 
Permanent  Secretary  or  Head  of  Department  (or  a  senior  officer 
nominated  by  him)  unless  the  officer  is  a  member  of  one  of  the 
following  grades  in  which  case  his  service  may  be  terminated  only 
by  the  Head  of  the  Grade: 


Grade/Rank 


Authority 


Administrative  Officer 

Executive  Officer 
Clerical  Officer 
Clerical  Assistant 
Confidential  Assistant 
Office  Assistant 
Personal  Secretary 
Supervisor  of  Typing 
Services 
Typist 

Telephone  Operator 


Permanent  Secretary  for  the 
Civil  Service 

) 

) 

) 

) 

)  Director  of  General  Grades 

) 

) 

) 

) 

) 
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306  (3)  (Cont’d) 


Grade/Rank 

Authoritv 

Training  Officer 

Deputy  Secretary  for  the 

Civil  Service  3 

Management  Services 

Officer 

Deputy  Head,  Efficiency 

Unit 

Trade  Officer 

Permanent  Secretary  for 
Commerce  and  Economic 
Development  (Commerce, 
Industry  and  Tourism) 

Treasury  Accountant 
Accounting  Officer 

)  Director  of  Accounting 

)  Services 

Official  Languages  Officer 
Simultaneous  Interpreter 
Calligraphist 

)  Deputy  Secretary  for  the  Civil 

)  Service  1 

) 

Supplies  Officer 

Supplies  Supervisor 

Supplies  Assistant 

Supplies  Attendant 

) 

)  Director  of  Government 

)  Logistics 
) 

Information  Officer 

Director  of  Information 
Services 

Statistician 

Statistical  Officer 

Census  &  Survey  Officer 

)  Commissioner  for 

)  Census  &  Statistics 
) 

Government  Transport 
Manager 

Transport  Services 

Officer 

Motor  Driver 

Special  Driver 

Chauffeur 

) 

) 

)  Director  of  Government 

)  Logistics 
) 

) 

) 

Analyst/Programmer 

Computer  Operator 

Data  Processor 

)  Government  Chief 
)  Information  Officer 
) 

Amendment  No.  28(d)/2004 
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306  (3)  (Cont’d) 

Director  of  Agriculture, 
Fisheries  and  Conservation 

)  Commissioner  of  Rating  and 
)  Valuation 
) 

Director  of  Government 
Logistics 

)  Director  of  Food  and 
)  Environmental  Hygiene/ 
Director  of  Leisure  and 
Cultural  Services 

Director  of  Food  and 
Environmental  Hygiene 

Amenities  Officer  ) 

Curator  ) 

Leisure  Services  Manager  ) 

Librarian  ) 

Manager  (Cultural  Services)  )  Director  of  Leisure  and 

Recreation  &  Sport  Officer  )  Cultural  Services 

Technical  Officer  ) 

(Cultural  Services)  ) 

Amenities  Assistant  ) 

Cultural  Services  Assistant  ) 


(4)  The  Director  of  Accounting  Services  and  the  Director  of  Audit  must 
be  notified  of  all  terminations  of  service  approved  under  this 
Regulation. 

(5)  See  CSR  1106(2)  regarding  the  grant  of  leave  on  termination  of 
service  under  this  Regulation. 

307  -  308 


Lield  Officer 


Valuation  Surveyor 
Valuation  Officer 
Valuation  Referencer 

Printing  Technician 

Assistant  Director  of 
Municipal  Services 


Health  Inspector 


Amendment  No.  28(e)/2004 
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June  2004 
June  2004 


June  92 


June  2004 
June  2004 


Termination  of  service  of  agreement  officers 

309  The  service  of  an  officer  on  agreement  may  be  terminated  in  accordance 
with  the  terms  of  his  agreement  or  by  three  months'  notice  or  payment  of 
one  month's  salary  in  lieu  of  notice  if  the  agreement  has  not  so  provided 
(see  CSR  1106(2)  regarding  the  grant  of  leave). 


310-311 


Payment  of  salary  on  dismissal  for  abandoning  post 

312  (1)  An  officer  who  is  absent  from  duty  without  reasonable  cause  is 

liable  to  be  dismissed  from  the  service  from  the  date  of  his  absence 
under  the  relevant  disciplinary  provisions. 

(2)  Pending  a  decision  on  whether  the  officer  should  be  dismissed  or 
not,  all  sums  of  money  payable  by  the  Government  to  him  will  be 
withheld.  If  he  subsequently  leaves  the  service,  all  sums  of  money 
due  to  him  by  the  Government,  less  the  amount  of  any  debt, 
overpayment  or  charges  which  he  owes  to  the  Government,  will  be 
paid  to  him. 

313 


Financial  procedure  when  an  officer  is  untraceable 

314  Whenever  an  officer  owing  money  to  the  Government,  or  being  owed 
money  by  the  Government,  leaves  the  service  and  is  not  traceable,  the 
Permanent  Secretary  or  Head  of  Department  will  act  in  accordance  with 
standing  financial  instructions  issued  by  the  Director  of  Accounting 
Services. 


315-319 


Amendment  No.  28(f)/2004 
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June  2004  320  (1)  All  officers  who  have  been  confirmed  to  the  permanent 

establishment  may  terminate  their  service  by  giving  a  minimum  of 
three  calendar  months'  notice  in  writing  of  their  intention  to  resign 
or  by  paying  to  the  Government  one  month's  salary  (and  any  other 
pensionable  pay  or  allowance)  in  lieu  of  notice,  except  (a)  where 
special  provisions  governing  resignation  procedures  have  been  laid 
down  in  a  particular  Ordinance,  e.g.  the  Police  Force  Ordinance; 
and  (b)  officers  appointed  before  1  July  1987  who  are  aged  54  1/2 
or  above  may  terminate  their  service  by  giving  6  months'  notice  of 
their  intention  to  resign. 


(2)  All  officers  who  are  serving  on  probation  and  all  officers  on  month- 
to-month  terms  may  terminate  their  service  by  giving  a  minimum  of 
one  calendar  month’s  notice  in  writing  or  by  paying  to  the 
Government  one  month’s  salary  (and  any  other  pensionable  pay  or 
allowance)  in  lieu  of  notice,  unless  their  terms  of  appointment 
provide  for  a  longer  or  shorter  period  of  notice.  All  officers  on  day- 
to-day  terms,  may  terminate  their  service  by  giving  one  day’s  notice 
in  writing  or  by  paying  to  the  Government  one  day’s  pay  in  lieu  of 
notice  during  the  first  eleven  days  of  employment,  or  by  giving 
seven  days’  notice  in  writing  or  by  paying  to  the  Government  seven 
days’  pay  in  lieu  of  notice  after  the  first  eleven  days  of  employment. 


(3)  An  officer  giving  notice  of  his  resignation  while  on  leave  outside 
Hong  Kong  should  address  his  notice  by  registered  post  to  his 
Permanent  Secretary,  Head  of  Department  or  Grade  as  appropriate. 
The  officer  should  retain  the  registration  receipt  as  evidence  that  the 
letter  of  resignation  has  been  posted,  and  as  a  means  of  tracing  the 
letter  if  it  does  not  arrive. 


(4)  The  Permanent  Secretary,  Head  of  Department  or  Grade  may,  at  the 
request  of  a  non-directorate  officer,  dispense  with  the  requirement 
for  an  officer  to  give  the  normally  required  period  of  notice  of 
intention  to  resign  or  to  pay  to  the  Government  one  month’s  salary 
(and  any  other  pensionable  pay  or  allowance)  in  lieu  of  notice. 
Applications  from  directorate  officers  should  be  forwarded  to  the 
Secretary  for  the  Civil  Service  for  consideration.  This  authority  will 
only  be  exercised  in  exceptional  circumstances  where,  in  the 
opinion  of  the  Permanent  Secretary,  Head  of  Department  or  Grade, 
or  the  Secretary  for  the  Civil  Service,  there  are  adequate 
compassionate  or  other  grounds. 

(5)  Officers  serving  on  agreement  may  terminate  their  service  in 
accordance  with  the  terms  of  their  agreement. 


Amendment  No.  28(g)/2004 
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320  (6)  Permanent  Secretaries  or  Heads  of  Department  should: 

(a)  report  the  resignation  of  officers  covered  by  paragraphs  (1), 
(2)  and  (5)  of  this  Regulation  to  the  Director  of  Accounting 
Services  and  Director  of  Audit  and,  in  the  case  of  a  member 
of  the  following  grades  or  ranks,  to  the  authority  indicated: 
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Grade/Rank 
Administrative  Officer 


Authority 

Permanent  Secretary  for 
the  Civil  Service 


Executive  Officer 
Clerical  Officer 
Clerical  Assistant 
Confidential  Assistant 
Office  Assistant 
Personal  Secretary 
Supervisor  of  Typing 
Services 
Typist 

Telephone  Operator 


) 

) 

) 

)  Director  of  General 
)  Grades 
) 

) 

) 

) 

) 


Training  Officer 


Deputy  Secretary  for  the 
Civil  Service  3 


Management  Services 
Officers 

Trade  Officer 


Deputy  Head, 

Efficiency  Unit 

Permanent  Secretary  for 
Commerce  and 
Economic  Development 
(Commerce,  Industry 
and  Tourism) 


Treasury  Accountant  )  Director  of 

Accounting  Officer  )  Accounting  Services 


Amendment  No.  28(h)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


320  (6)  (Cont’d) 


Grade/Rank 

Authority 

Official  Languages  Officer 
Simultaneous  Interpreter 
Calligraphist 

)  Deputy  Secretary  for 

)  the  Civil  Service  1 

) 

Supplies  Officer 

Supplies  Supervisor 

Supplies  Assistant 

Supplies  Attendant 

) 

)  Director  of 
)  Government 
)  Logistics 

Information  Officer 

Director  of 

Information  Services 

Statistician 

Statistical  Officer 

Census  &  Survey  Officer 

)  Commissioner  for 
)  Census  & 

)  Statistics 

Government  Transport 
Manager 

Transport  Services  Officer 
Motor  Driver 

Special  Driver 

Chauffeur 

) 

) 

)  Director  of 
)  Government  Logistics 
) 

) 

Analyst/Programmer 

Computer  Operator 

Data  Processor 

)  Government  Chief 
)  Information  Officer 
) 

Field  Officer 

Director  of  Agriculture, 
Fisheries  and 
Conservation 

Valuation  Surveyor 

Valuation  Officer 

Valuation  Referencer 

)  Commissioner  of 
)  Rating  and 
)  Valuation 

Printing  Technician 

Director  of 

Government  Logistics 

Assistant  Director  of 

Municipal  Services 

)  Director  of  Food  and 
)  Environmental 
)  Hygiene/Director  of 
)  Leisure  and  Cultural 
)  Services 

Amendment  No.  28(i)/2004 
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Amenities  Officer 
Curator 

Leisure  Services  Manager 
Librarian 

Manager  (Cultural  Services) 
Recreation  &  Sport  Officer 
Technical  Officer 
(Cultural  Services) 
Amenities  Assistant 
Cultural  Services  Assistant 


) 

) 

) 

) 

)  Director  of  Leisure 
)  and  Cultural  Services 
) 

) 

) 

) 


(b)  also  report  the  resignation  of  officers  occupying  offices  of 
which  the  maximum  monthly  salary  is  Point  26  of  the  Master 
Pay  Scale  or  more,  unless  covered  by  sub-paragraph  (a) 
above,  to  the  Secretary  for  the  Civil  Service.  The  resignation 
of  other  officers  should  be  reported  to  the  Secretary  for  the 
Civil  Service  in  cases  where  the  Permanent  Secretary  or  Head 
of  Department  is  of  the  opinion  that  the  officer  has  resigned  to 
avoid  disciplinary  proceedings. 

(7)  On  resignation,  an  officer  forfeits  all  rights  and  advantages  of  his 
office,  save  as  otherwise  provided  in  these  Regulations  (see  CSR 
395). 


June  2004  Withdrawal  of  notice  of  resignation 

June  2004  321  (a)  A  directorate  officer  who  has  given  notice  of  resignation  may  apply 

to  the  Secretary  for  the  Civil  Service  for  permission  to  withdraw 
such  a  notice  and  to  continue  in  his  appointment  as  if  the  notice  of 
resignation  had  not  been  given.  Permanent  Secretaries  or  Heads  of 
Department  should  forward  any  applications  received  to  the 
Secretary  for  the  Civil  Service,  through  the  Head  of  Grade,  where 
appropriate,  with  a  recommendation  as  to  whether  it  would  be  in  the 
public  interest  that  approval  should  be  given.  Notices  of  resignation 
of  directorate  officers  cannot  be  withdrawn  without  the  approval  of 
the  Secretary  for  the  Civil  Service; 

(b)  For  non-directorate  officers,  the  approving  authority  of  applications 
for  withdrawal  of  notice  of  resignation  is  the  relevant  Permanent 
Secretary,  Head  of  Department  or  Grade.  Permanent  Secretaries, 
Heads  of  Department  or  Grade  should  consider  whether  it  would  be 
in  the  public  interest  that  approval  should  be  given. 


322  -  324 


Amendment  No.  28(j)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


Jun.  2004 


Jun.  2004 
Jun.  2004 

Dec.  2005 
Dec.  2005 


(The  provisions  of  CSRs  326-359  apply  only  to  officers  who  are  serving  on  terms 
which  attract  pension  benefits  under  the  pensions  legislation,  specifically  the 
Pensions  Ordinance  (Cap. 89)  and  the  Pension  Benefits  Ordinance  (Cap. 99).) 


NORMAL  RETIREMENT  AND  VOLUNTARY  PREMATURE 
RETIREMENT 

(a)  General 

(i)  Replacement  for  a  retiring  officer 

325  When  approval  has  been  given  for  an  officer  to  retire,  his  Permanent 
Secretary  or  Head  of  Department  should  take  necessary  action  to  ensure 
that  a  replacement  will  be  available  at  the  appropriate  time. 

(ii)  (Deleted) 

326  (Deleted) 


Amendment  No.  13/2005 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 

June  2004 

June  2004 


Dec.  97 

June  92 


June  92 


(b)  Officers  appointed  on  terms  which  attract  pension  benefits  -  Category 
A  officers 


(i)  Normal  retirement  (in  the  case  of  an  officer  serving  on 
overseas  terms,  see  also  CSRs  1355(1)  and  1360). 

(Note  :  This  section  does  not  apply  to  Judges  of  the  High  Court  or 
District  Judges  on  the  Old  Pension  Scheme  or  Judicial  Officers 
on  the  New  Pension  Scheme,  for  whom  special  rules  are  laid 
down.) 


327  (1)  Under  Section  8  of  the  Pensions  Ordinance  (Cap. 89),  the  normal 

age  of  retirement  of  Category  A  officers  is  55  years.  Under 
Section  10  of  the  Pension  Benefits  Ordinance  (Cap. 99), 
retirement  age  means  - 

(a)  for  disciplined  services  staff,  the  age  prescribed  by  Heads  of 
Disciplined  Services  by  notice  in  the  Gazette;  and 

(b)  for  other  staff,  the  age  of  60. 

Serving  officers  appointed  before  1  July  1987  and  who  opted  to 
join  the  New  Pension  Scheme  may  retire  on  or  after  attaining  the 
age  of  55  years. 

(2)  The  Chief  Executive's  approval  is  required  for  an  officer  to 
continue  in  the  service  after  the  stated  retirement  age. 

(3)  A  retiring  officer  will  remain  on  duty  up  to  and  including  the  day 
before  reaching  retirement  age,  and  commence  leave  due  to  him 
on  attaining  that  age,  unless  he  signifies  under  paragraph  (5) 
below  that  he  wishes  to  cease  duty  on  such  a  date  before  his 
retirement  age  as  will  cause  his  last  day  of  pre-retirement  leave  to 
fall  on  the  date  immediately  prior  to  his  attaining  normal 
retirement  age  or  thereafter. 


(4)  Departments  should  ensure  that  when  it  is  not  intended  to 
recommend  that  an  officer's  service  be  retained  beyond  the 
normal  retirement  age,  the  officer  gives  due  notice  of  his 
impending  retirement  as  in  paragraph  (5)  below,  and  begins  his 
pre-retirement  leave  at  the  appropriate  date. 


(5)  The  following  periods  of  notice,  exclusive  of  pre-retirement 
leave,  are  required  from  officers  intending  to  retire  at  the  normal 
retirement  age  - 


(a)  Rank  and  File  in  Disciplined  Services,  other  than  Police,  six 
calendar  months; 

(b)  Police  Rank  and  File,  one  calendar  month; 


Amendment  No.  29(a)/2004 


June  2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 

327  (5)  (c)  Officers  in  receipt  of  salary  below  point  14  of  the  Master 

Pay  Scale,  or  equivalent,  six  calendar  months;  and 

(d)  All  other  officers,  twelve  calendar  months;  although  in 
exceptional  circumstances  a  shorter  period  of  notice  may  be 
accepted. 

(6)  A  newly  promoted  officer  should  normally  have  at  least  twelve 
months’  active  service  to  serve  following  the  date  of  promotion 
before  proceeding  on  pre-retirement  leave  as  provided  in  CSR 
109(l)(a). 


328 


Amendment  No.  29(b)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


Aug  2007 


Authority  for  retirement  at  normal  age 


329  (1)  Officers  should  notify  their  impending  retirement  at  the  normal  age, 

through  their  Permanent  Secretaries  or  Heads  of  Department  where 
applicable,  as  follows  - 

Grade/Rank  Authority 

Directorate  Secretary  for  the 

Civil  Service 

Administrative  Officer  Permanent  Secretary 

for  the  Civil  Service 


Executive  Officer 
Clerical  Officer 
Clerical  Assistant 
Confidential  Assistant 
Office  Assistant 
Personal  Secretary 
Supervisor  of  Typing  Services 
Typist 

Telephone  Operator 
Training  Officer 


) 

) 

) 

) 

)  Director  of  General  Grades 

) 

) 

) 

) 

Deputy  Secretary  for  the 

Civil  Service  3 


Management  Services  Officer 


Deputy  Head, 
Efficiency  Unit 


Trade  Officer  Permanent  Secretary  for 

Commerce  and  Economic 
Development  (Commerce, 
Industry  and  Tourism) 


Treasury  Accountant 
Accounting  Officer 

Official  Languages  Officer 
Simultaneous  Interpreter 
Calligraphist 


)  Director  of  Accounting 

)  Services 

)  Deputy  Secretary  for  the 

)  Civil  Service  1 

) 


Amendment  No.  29(c)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


329  (1)  (Cont’d) 


Grade/Rank 

Authority 

Supplies  Officer 

Supplies  Supervisor 

Supplies  Assistant 

Supplies  Attendant 

) 

)  Director  of 

)  Government  Logistics 

) 

Information  Officer 

Director  of  Information 
Services 

Statistician 

Statistical  Officer 

Census  &  Survey  Officer 

)  Commissioner  for 

)  Census  &  Statistics 

) 

Government  Transport  Manager 
Transport  Services  Officer 
Motor  Driver 

Special  Driver 

Chauffeur 

) 

) 

)  Director  of  Government 

)  Logistics 

) 

Analyst/Programmer 

Computer  Operator 

Data  Processor 

)  Government  Chief 
)  Information  Officer 
) 

Field  Officer 

Director  of  Agriculture, 
Fisheries  and  Conservation 

Valuation  Surveyor 

Valuation  Officer 

Valuation  Referencer 

)  Commissioner  of 

)  Rating  and  Valuation 

) 

Printing  Technician 

Director  of  Government 
Logistics 

Assistant  Director  of 

Municipal  Services 

)  Director  of  Food  and 

)  Environmental  Hygiene/ 

Director  of  Leisure  and 
Cultural  Services 

Health  Inspector 

Director  of  Food  and 
Environmental  Hygiene 

Amendment  No.  29(d)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


329  (1)  (Cont’d) 


Grade/Rank 

Amenities  Officer 
Curator 

Leisure  Services  Manager 
Librarian 

Manager  (Cultural  Services) 
Recreation  &  Sport  Officer 
Technical  Officer 
(Cultural  Services) 
Amenities  Assistant 
Cultural  Services  Assistant 


Authority 

) 

) 

) 

) 

)  Director  of  Leisure  and 

)  Cultural  Services 

) 

) 

) 

) 


All  others 


Permanent  Secretary  or 
Head  of  Department 


(2)  The  Director  of  Accounting  Services  must  be  notified  by 
memorandum  of  retirements  under  this  Regulation  (see  also  CSR 
395). 


330-  331 


Amendment  No.  29(e)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


June  2004 


June  92 


Dec.  97 


Dec.  97 


Dec.  97 


June  2004 


June  2004 


(ii)  Early  retirement  (in  the  case  of  an  officer  serving  on  overseas  terms, 
see  also  CSRs  1355(2)  and  1360). 

Conditions  under  which  premature  retirement  may  be  approved  under  the 
Pensions  Ordinance  (Cap.  89) 


332  (1)  Section  6(l)(aa)  of  the  Pensions  Ordinance  (Cap. 89)  provides  for 

voluntary  retirement,  with  the  approval  of  the  Chief  Executive, 
between  the  ages  of  45  and  55  years. 

(2)  The  notice  required  of  officers  is  the  same  as  in  CSR  327(5).  Failure 
to  give  adequate  notice  may  involve  rejection  of  the  application  or 
deferment  of  the  officer's  departure  on  pre-retirement  leave. 

(3)  Rank  and  File  of  the  Disciplined  Services  will  usually  be  permitted 
to  retire  on  or  after  attaining  the  age  of  45  if  they  so  wish. 


(4)  The  retirement  of  officers  other  than  those  specified  under  paragraph 
(3)  of  this  Regulation  and  who  are  aged  between  45  and  50  years 
may  be  permitted  on  the  following  grounds: 


(a)  Grounds  of  ill  health  not  sufficient  to  warrant  invaliding  on  the 
recommendation  of  a  Medical  Board  appointed  by  the  Chief 
Executive,  Hospital  Authority; 

(b)  Adequate  compassionate  or  personal  grounds  acceptable  to  the 
Chief  Executive,  provided  the  public  interest  is  not  affected  in 
any  unduly  adverse  manner. 


(5)  The  retirement  of  officers  other  than  those  specified  under  paragraph 
(3)  of  this  Regulation  and  who  are  aged  50  years  or  more,  but  are 
under  the  age  of  55,  will  normally  be  allowed  unless  the  Chief 
Executive  considers  that  it  would  not  be  in  the  public  interest  to 
allow  the  officer  to  retire. 


(6)  Heads  of  Department  should  forward  any  applications  received 
under  paragraph  (4)(b)  of  this  Regulation  to  the  Secretary  for  the 
Civil  Service,  through  the  Head  of  Grade,  where  appropriate,  with  a 
recommendation  as  to  whether  it  would  be  in  the  public  interest  that 
approval  should  be  given  or  withheld. 

(7)  With  regard  to  applications  received  under  paragraphs  4(a)  and  (5) 
of  this  Regulation: 

(a)  In  the  case  of  directorate  officers.  Heads  of  Department  should 
forward  any  application  received  to  the  Secretary  for  the  Civil 
Service,  through  the  Head  of  Grade  where  appropriate,  with  a 
recommendation  as  to  whether  or  not  it  would  be  in  the  public 
interest  to  allow  the  officer  to  retire. 


Amendment  No.  29(f)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 

June  2004 

June  2004 

June  2004 


332  (7)  (b)  In  the  case  of  other  officers  (other  than  those  in  a  centrally 

administered  general  grade,  whose  applications  should  be 
referred  to  the  appropriate  Head  of  Grade  with  the  department's 
recommendation),  Heads  of  Department  may  decide  whether  or 
not  it  would  be  in  the  public  interest  to  allow  the  officer  to 
retire. 


(8)  A  newly  promoted  officer  should  normally  have  at  least  twelve 
months’  active  service  to  serve  following  the  date  of  promotion 
before  proceeding  on  pre-retirement  leave  as  provided  in  CSR 
109(l)(a). 

(9)  The  Director  of  Accounting  Services  must  be  notified  by 
memorandum  of  retirements  under  this  Regulation  (see  also  CSR 
395). 


Withdrawal  of  application/notification  to  retire  before  attaining  the  normal 
retirement  age 

333  An  officer  who  has  applied  for  permission/served  a  written  notice  to  retire 
before  attaining  the  normal  retirement  age  will  not  be  permitted  to 
withdraw  his  application/notification  unless  - 

(a)  he  can  show  that  circumstances,  which  he  could  not  reasonably  have 
been  expected  to  foresee  when  he  submitted  his  application/gave 
notice,  have  arisen  to  justify  the  withdrawal  of  his 
application/notification  to  retire.  The  officer  should  provide 
documentary  proof  of  the  change  in  circumstances  to  substantiate  his 
application  where  practicable;  and 

(b)  the  withdrawal  of  his  application/notification  to  retire  will  not  cause 
operational  difficulties  to  the  bureau/department  and  is  considered 
justified  on  management  grounds  by  the  bureau/department 
concerned. 


334  -  342 


Amendment  No.  29(g)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


June  2004 


Aug  2007 


(iii)  Retirement  of  women  officers  on  marriage  under  the  Pensions 
Ordinance  (Cap.  89)(see  also  CSRs  144  and  1106(4)(b)  and,  in  the  case 
of  officers  serving  on  overseas  terms,  CSRs  1358  -  1359). 

343  (1)  A  woman  officer  who  was  appointed  to  an  established  office  on  a  date 

prior  to  the  removal  of  the  marriage  bar  on  17  November  1972  and 
subsequently  confirmed  to  the  permanent  establishment  and  marries 
may,  if  she  wishes,  elect  to  retire  from  the  service  with  the  benefits  due 
to  her,  if  she  is  eligible  for  such  benefits. 

(2)  Women  officers  appointed  prior  to  17  November  1972  in  the  following 
grades/rank  who  intend  to  retire  upon  marriage  should  inform  the 
authority  shown  opposite  their  grade  or  rank,  through  their 
Departments,  giving  at  least  one  month's  notice: 

Grade/Rank  Authority 

Administrative  Officer  Permanent  Secretary  for  the 

Civil  Service 

Executive  Officer 
Clerical  Officer 
Clerical  Assistant 
Confidential  Assistant 
Office  Assistant 
Personal  Secretary 
Supervisor  of  Typing 
Services 
Typist 

Telephone  Operator 

Training  Officer  Deputy  Secretary  for  the  Civil 

Service  3 

Management  Services  Officer  Deputy  Head, 

Efficiency  Unit 

Trade  Officer  Permanent  Secretary  for 

Commerce  and  Economic 
Development  (Commerce, 
Industry  and  Tourism) 


) 

) 

) 

) 

|  Director  of  General  Grades 

) 

) 

) 

) 


Amendment  No.  29(h)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 

(2)  (Cont’d) 


Grade/Rank 

Authoritv 

Treasury  Accountant 

Accounting  Officer 

)  Director  of  Accounting 
)  Services 

Official  Languages  Officer 
Simultaneous  Interpreter 
Calligraphist 

|  Deputy  Secretary  for  the 
^  Civil  Service  1 

Supplies  Officer 

Supplies  Supervisor 

Supplies  Assistant 

Supplies  Attendant 

) 

)  Director  of 
)  Government  Logistics 
) 

Information  Officer 

Director  of  Information 
Services 

Statistician 

Statistical  Officer 

Census  &  Survey  Officer 

Government  Transport  Manager 
Transport  Services  Officer 

Motor  Driver 

Special  Driver 

Chauffeur 

|  Commissioner  for 
^  Census  &  Statistics 

) 

|  Director  of 
^  Government  Logistics 

) 

Analyst/Programmer 

Computer  Operator 

Data  Processor 

|  Government  Chief 
^  Information  Officer 

Field  Officer 

Valuation  Surveyor 

Valuation  Officer 

Valuation  Referencer 

Director  of  Agriculture, 
Fisheries  and  Conservation 

|  Commissioner  of 
^  Rating  and  Valuation 

Printing  Technician 

Director  of  Government 
Logistics 

Amendment  No.  29(i)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  92 


June  2004 


343  (2)  (Cont’d) 

Grade/Rank 


Assistant  Director  of 
Municipal  Services 


Health  Inspector 


Amenities  Officer 
Curator 

Leisure  Services  Manager 
Librarian 

Manager  (Cultural  Services) 
Recreation  &  Sport  Officer 
Technical  Officer 
(Cultural  Services) 
Amenities  Assistant 
Cultural  Services  Assistant 

All  others  women  officers 


Authority 

)  Director  of  Food  and 
)  Environmental  Hygiene/ 
Director  of  Leisure  and 
Cultural  Services 

Director  of  Food  and 
Environmental  Hygiene 


) 

) 

) 

) 

)  Director  of  Leisure  and 
)  Cultural  Services 
) 

) 

) 

) 


Permanent  Secretary  or 
Head  of  Departments 


(3)  Notwithstanding  the  provisions  of  CSR  343(1),  a  woman  officer  who 
has  been  granted  paid  study  leave  and  who  has  given  an  undertaking  in 
accordance  with  CSR  1005  will  still  be  under  the  obligations  of  such  an 
undertaking  after  marriage.  She  may  therefore  opt  to  continue  in  the 
service  on  month-to-month  terms  until  such  time  as,  by  length  of 
satisfactory  service,  she  has  fulfilled  her  obligations,  or  to  repay  to  the 
Government  all  sums  of  money  due  according  to  the  terms  of  the 
undertaking.  Such  option  should  be  exercised  when  the  officer  gives 
notice  of  her  intention  to  retire  on  marriage. 

(4)  The  Director  of  Accounting  Services  must  be  notified  by  memorandum 
of  retirements  under  this  Regulation  (see  also  CSR  395). 

344  -  349 


Amendment  No.  29(j)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 

June  2004 

June  2004 

June  2004 

June  92 

June  92 

June  2004 


(c)  Officers  appointed  on  terms  which  attract  pension  benefits  -  Category  B 
officers 


350 


Normal  retirement 

35 1  The  normal  age,  date,  period  of  notice  of  retirement  of  a  Category  B  officer 
and  the  authority  to  note  such  retirement  are  the  same  as  those  for  a 
Category  A  officer  (see  CSRs  327(1)  -  (7)  and  329). 


Conditions  under  which  premature  retirement  may  be  approved  under 
the  Pensions  Ordinance  (Cap.  89) 

352  Regulation  26(4)(bb)  of  the  Pensions  Ordinance  (Cap. 89)  provides  for 
voluntary  retirement,  with  the  approval  of  the  Chief  Executive,  between  the 
ages  of  45  and  55  years.  The  conditions  under  which  premature  retirement 
may  be  approved  are  the  same  as  those  for  a  Category  A  officer  (see  CSR 
332(2)  -  (8)). 

Withdrawal  of  application  to  retire  prematurely 

353  The  conditions  under  which  premature  retirement  may  be  withdrawn  is  the 
same  as  those  for  a  Category  A  officer  (see  CSR  333). 

354  The  grant  of  retirement  benefits  to  a  Category  B  officer  is  covered  by  Part  V 
of  the  Pensions  Regulations  (Cap.  89)  or  Pension  Benefits  Ordinance  (Cap. 
99). 

355  The  Director  of  Accounting  Services  must  be  notified  by  memorandum  of 
retirements  under  CSRs  351  and  352  (see  also  CSR  395). 

356-  359 


Amendment  No.  29(k)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004  (d)  Officers  covered  by  the  Civil  Service  Provident  Fund  (CSPF)  Scheme 

Normal  retirement  age 

July  2018  360  (1)  For  officers  covered  by  the  CSPF  Scheme  and  appointed  to  the  Civil 

Service  on  or  after  1  June  2000  but  before  1  June  2015,  and  who  did 
not  opt  to  retire  at  the  age  of  60  or  65,  the  normal  age  of  retirement 
means  - 

(a)  the  age  of  55  for  disciplined  services  officers  in  general  and  the 
age  of  57  for  certain  prescribed  disciplined  ranks  (see  Annex  2.4 
for  details);  and 

(b)  the  age  of  60  for  other  officers. 

Save  where  the  Secretary  for  the  Civil  Service  is  of  opinion  that  to 
allow  an  officer  to  take  an  option  would  prejudice  the  interest  of  the 
public  service  and  has  rejected  the  option,  for  officers  covered  by  the 
CSPF  Scheme  and  appointed  to  the  Civil  Service  on  or  after  1  June 
2000  but  before  1  June  2015,  and  who  opted  to  retire  at  the  age  of  60 
or  65,  the  nonnal  age  of  retirement  means  - 

(a)  the  age  of  60  for  disciplined  services  officers,  regardless  of  their 
ranks  (see  Annex  2.5  for  list  of  disciplined  services  ranks  and 
grades);  and 

(b)  the  age  of  65  for  other  officers, 

provided  that  they  may  retire  on  or  after  attaining  the  following  age  by 
serving  the  requisite  notice  under  paragraph  (2)  below  - 

(a)  the  age  of  55  for  disciplined  services  officers  in  general  and  the 
age  of  57  for  certain  prescribed  disciplined  ranks  (see  Annex  2.4 
for  details);  and 

(b)  the  age  of  60  for  other  officers. 

For  officers  covered  by  the  CSPF  Scheme  and  appointed  to  the  Civil 
Service  on  or  after  1  June  2015,  the  nonnal  age  of  retirement  means  - 

(a)  the  age  of  60  for  disciplined  services  officers,  regardless  of  their 
ranks  (see  Annex  2.5  for  list  of  disciplined  services  ranks  and 
grades);  and 

(b)  the  age  of  65  for  other  officers. 


Amendment  No.  19/2018 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


Arrangement  on  normal  retirement 


June  2004  360  (2)  The  period  of  notice  of  retirement  and  the  authority  to  note  such 

retirement  are  the  same  as  those  for  a  Category  A  officer  (see  CSRs 
327(4)  -  (6)  and  329). 

(3)  If  an  officer  wishes  to  cease  duty  on  a  date  before  his  normal 
retirement  age  by  taking  his  earned  vacation  leave,  he  should  signify 
this  when  serving  the  notice  of  his  impending  retirement  in  accordance 
with  CSR  327(5). 

(4)  Upon  retirement,  an  officer’s  accrued  vacation  leave  will  be  encashed 
in  accordance  with  CSR  1166. 

361-364 


Amendment  No.  20/2018 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


INVALIDING 

365  (1)  (a)  If  medical  evidence  is  provided  to  the  satisfaction  of  the  approving 

authority  that  an  officer  who  is  appointed  on  terms  which  attract 
pension  benefits  is  incapable  by  reason  of  any  infirmity  of  mind  or 
body  of  discharging  the  duties  of  his  office  and  that  such  infirmity 
is  likely  to  be  permanent,  he  may  be  retired  from  the  public 
service. 

(b)  If  medical  evidence  is  provided  to  the  satisfaction  of  the  approving 
authority  that  an  officer  who  is  appointed  on  new  terms  (including 
new  probationary  terms,  new  agreement  terms  and  new  permanent 
terms)  is  incapable  by  reason  of  any  infirmity  of  mind  or  body  of 
discharging  the  duties  of  his  office  and  that  such  infirmity  is  likely 
to  be  permanent,  his  service  may  be  terminated. 

(2)  An  officer  is  not  usually  retired  or  terminated  from  service  on  account 
of  ill  health  if  there  is  definite  prospect  of  his  being  able  to  perform  his 
duties  satisfactorily  within  a  reasonable  period  of  time,  after  receiving 
medical  treatment  and  being  granted  sick  leave  where  necessary  in 
accordance  with  CSRs  1270-1294. 

(3)  If  an  officer  is  retired  or  terminated  from  service  on  account  of  ill 
health,  he  will  be  granted  - 

(a)  for  an  officer  appointed  on  terms  which  attract  pension  benefits, 
immediate  pension  benefits  in  accordance  with  relevant  pensions 
legislation; 

(b)  for  an  officer  appointed  on  new  probationary  or  new  agreement 
terms,  his  accrued  benefits  under  the  mandatory  provident  fund 
scheme  in  accordance  with  the  Mandatory  Provident  Fund 
Schemes  Ordinance  (Cap.485)  (MPFSO);  and 

(c)  for  an  officer  appointed  on  new  permanent  terms,  his  accrued 
benefits  under  the  Civil  Service  Provident  Fund  Scheme  in 
accordance  with  the  terms  and  conditions  of  the  Scheme  and  the 
MPFSO,  as  well  as  the  incapacity  benefits  as  set  out  in  relevant 
CSB  Circulars  and  CSB  Circular  Memoranda. 


Amendment  No.  29(m)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


Approving  authority 

June  2004  366  (1)  Retirement  or  termination  of  service  of  non-directorate  officers  on 

invaliding  may  be  approved  by  a  Head,  Deputy  Head  or  Assistant  Head 
of  Department  or  General  Grades,  Departmental  Secretary  or  Chief 
Superintendent,  Conditions  of  Service  and  Discipline  of  the  HKPF,  as 
appropriate. 

(2)  The  authority  for  approving  the  retirement  or  termination  of  service  of 
directorate  officers  on  invaliding  rests  with  the  Secretary  for  the  Civil 
Service. 


Procedures 


Dec.  85  367  (1)  Before  an  approving  authority  can  approve  the  invaliding  of  an  officer, 

he  must  satisfy  himself  on  medical  evidence  in  the  form  of  a  report  of  a 
Medical  Board,  that  the  officer  is  incapable  of  performing  the  principal 
duties  of  his  rank,  and  that  there  is  no  definite  prospect  of  his  being 
able  to  do  so  within  a  reasonable  period  of  time  despite  medical 
treatment. 


June  2004 


Dec.  97 


June  2004 


(2)  Where  the  officer  concerned  is  in  Hong  Kong,  a  medical  board  should 
be  convened  in  accordance  with  CSR  940,  and  the  procedures  set  out  in 
paragraph  (2)  -  (5)  of  Annex  2.3  should  be  followed. 

(3)  Where  the  officer  is  not  in  Hong  Kong,  he  should  be  medically 
examined  by  a  medical  practitioner  duly  authorised  to  make  an 
examination.  Authorisation  for  a  medical  examination  is  granted  by 
the  Secretary  for  the  Civil  Service.  (See  also  CSR  934) 

(4)  The  procedures  for  invaliding,  including  the  grant  of  leave  (and 
passage,  if  applicable)  on  invaliding,  are  set  out  in  Annex  2.3. 


Officers  on  agreement 

Dec.  85  368  When  an  officer  on  agreement  is  certified  by  a  Medical  Board  to  be 

incapable  by  reason  of  infirmity  of  mind  or  body  of  discharging  his  duties 
efficiently,  his  case  will  be  dealt  with  in  accordance  with  the  terms  of  his 
agreement. 


369  -  379 


Amendment  No.  29(n)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


June  2004 


COMPULSORY  RETIREMENT  (see  also  CSR  1 106(2)  and,  in  the  case  of  an 
officer  serving  on  overseas  terms,  CSRs  1355(3)  and  1360). 

380-  382 

(a)  Officers  on  the  permanent  establishment 
Abolition  of  office 

383  An  officer  may  be  compulsorily  retired  at  any  time  during  his  service:  - 

(a)  if  the  office  which  he  occupies  is  to  be  abolished;  or 

(b)  to  facilitate  improvement  in  the  organization  of  the  department  to 
which  he  belongs  in  order  to  effect  greater  economy  or  efficiency. 

If  a  Permanent  Secretary  or  Head  of  Department  considers  that  an  officer  is 
redundant  for  either  of  these  reasons  he  should  forward  recommendations  to 
the  Secretary  for  the  Civil  Service  together  with  all  relevant  supporting  data, 
stating  whether  there  is  any  other  office  in  the  service  elsewhere  for  which 
the  officer  might  be  suitable. 

384  -  387 


Amendment  No.  29(o)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


June  92 


June  2004 


(b)  Officers  appointed  on  month-to-month  terms 

Redundancy 

388  An  officer  may,  with  the  approval  of  the  Secretary  for  the  Civil  Service,  be 

compulsorily  retired  - 

(a)  if  the  office  which  he  occupies  is  to  be  abolished;  or 

(b)  to  facilitate  improvement  in  the  organisation  of  the  department  to 
which  he  belongs  in  order  to  effect  greater  economy  or  efficiency  (see 
also  Annex  2.1) 

In  such  circumstances,  the  officer  should  - 

(i)  be  given  at  least  three  calendar  months'  notice  of  his  compulsory 
retirement,  except  that,  with  the  approval  of  the  Secretary  for  the  Civil 
Service,  he  may  instead  be  granted  three  months'  pay  in  lieu  of  notice; 

(ii)  if  he  finds  alternative  employment  outside  Government,  be 
immediately  granted  his  earned  leave,  except  that,  with  the  approval  of 
the  Secretary  for  the  Civil  Service,  he  may  instead  be  granted  pay  in 
lieu  of  leave,  and  be  compulsorily  retired  with  full  benefits  with  effect 
from  the  expiry  of  his  leave; 

(iii)  while  on  leave,  be  regarded  as  in  receipt  of  permission  to  take  up  paid 
employment  outside  Government  under  CSR  559. 


389 


Amendment  No.  29(p)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


June  2004 


June  2004 


TRANSFER  TO  "OTHER  PUBLIC  SERVICE" 

(The  provisions  of  CSR  390  only  apply  to  officers  who  are  appointed  on  terms 
which  attract  pension  benefits  under  the  pensions  legislation,  specifically  the 
Pensions  Ordinance  (Cap. 89)  and  the  Pension  Benefits  Ordinance  (Cap. 99).) 

390  (1)  For  the  purposes  of  an  officer's  entitlement  to  retirement  benefits 

(wherever  applicable)  under  the  relevant  pensions  legislation,  an  officer 
who  wishes  to  leave  the  Government  service  to  take  up  other  approved 
public  service  in  Hong  Kong  or  elsewhere  must  first  obtain  the 
approval  of  the  Secretary  for  the  Civil  Service  to  transfer  service,  for 
which  approval  shall  be  given  only  when  the  Secretary  for  the  Civil 
Service  is  satisfied  that  the  transfer  will  serve  the  public  interest. 

(2)  An  officer  who  leaves  the  Government  service  to  take  up  other 
approved  public  service  in  Hong  Kong  or  elsewhere  without  the 
approval  of  the  Secretary  for  the  Civil  Service  shall  be  deemed  to  have 
resigned  from  the  Government  service  and  to  have  forfeited  all  rights  or 
claims  to  any  retirement  benefits  which  he  might  otherwise  have  had 
under  the  pensions  legislation. 

(3)  When  an  officer  who  has,  with  the  approval  of  the  Secretary  for  the 
Civil  Service,  left  the  Government  service  to  take  up  other  approved 
public  service  in  Hong  Kong  or  elsewhere  resigns  from  or  leaves  such 
service  in  circumstances  other  than  those  in  which  he  would  be 
permitted  by  the  laws  or  regulations  of  that  service  to  retire  on  a 
pension  or  gratuity,  the  officer  shall  be  deemed  to  have  forfeited  all 
rights  or  claims  to  any  retirement  benefits  which  he  might  have  had 
under  the  pensions  legislation. 


391  -  394 


Amendment  No.  29(q)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


RETIREMENT  BENEFITS 
June  2004  (a)  Pension  benefits 

June  2004  395  (1)  An  officer  appointed  on  terms  which  attract  pension  benefits  is  eligible 

for  the  grant  of  pension  benefits  when  he  leaves  the  service  under 
approved  circumstances  in  accordance  with  the  pensions  legislation, 
specifically,  the  Pensions  Ordinance  (Cap. 89)  or  the  Pension  Benefits 
Ordinance  (Cap. 99).  It  is  the  responsibility  of  Permanent  Secretaries, 
Heads  of  Department  or  Grade  to  ensure  that  as  soon  as  an  officer's 
date  of  retirement/resignation  with  an  eligibility  for  a  deferred  pension 
is  fixed,  the  Notification  of  Retirement/Resignation  of  an  Officer  (GF 
539  Revised  1/2002)  will  be  forwarded  to  the  Director  of  Accounting 
Services  to  reach  him  at  least  two  months  before  the  date  of 
retirement/resignation.  For  this  purpose,  as  soon  as  the  officer's  date  of 
retirement/resignation  is  known,  he  should  be  asked  - 

(a)  to  make  the  options  under  Regulation  23(l)/26(5)  and/or  28(1)  of 
the  Pensions  Ordinance  (Cap. 89),  or  Section  24(1)  of  the  Pension 
Benefits  Ordinance  (Cap. 99)  as  appropriate;  and 

(b)  to  advise  the  method  of  payment  of  his  retirement  benefits. 

He  should  also  be  advised  that  delays  in  making  the  options  and  in 
providing  the  payment  instructions  may  delay  the  payment  of  his 
retirement  benefits. 

Jan.  91  (2)  A  guide  to  pensions,  annual  allowances  and  gratuities  is  at  Annex  2.2  to 

these  Regulations.  At  Appendix  A  to  Annex  2.2  are  notes  on 
"Circumstances  in  which  pension  may  be  suspended,  cancelled  or 
reduced"  and  at  Appendix  B  "Details  of  the  administrative 
arrangements  for  the  payment  of  pensions". 

June  2004  (3)  The  authority  for  signing  the  Notification  of  Retirement/Resignation  of 

an  Officer  (GF  539  Revised  1/2002)  is  set  out  as  follows  - 

(A)  Retirement 

Retirement  of  Signed  by 

(i)  Head  of  Department  SCS,  PSCS,  DS,  DGG,  PAS, 

SPEO,  PEO,  CEO  or  SEO 
inCSB 


Amendment  No.  29(r)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


395  (3)  (Cont’d) 

Retirement  of  Signed  by 

(ii)  All  except  Head  of  Head,  Deputy  Head,  Assistant 

Department  Head  of  Department  or  Grade, 

Departmental  Secretary,  or 
Chief  Superintendent, 
Conditions  of  Service  and 
Discipline  of  the  HKPF.  In 
addition,  a  Head  of  Grade  may 
authorize  a  substantive  Chief 
Executive  Officer  to  sign  in 
respect  of  staff  whose  salary 
does  not  exceed  the  maximum 
of  a  Chief  Executive  Officer, 
and  a  substantive  Senior 
Executive  Officer  to  sign  in 
respect  of  staff  whose  salary 
does  not  exceed  the  maximum 
of  a  Senior  Executive  Officer. 


(iii)  Junior  Police  Officer 
(Rank  and  File  of 
the  Police) 


Head,  Deputy  Head  and 
Assistant 

Head  of  Department,  Chief 
Superintendent,  Conditions  of 
Service  and  Discipline,  Senior 
Superintendent,  Conditions  of 
Service  and  Discipline,  or 
Superintendent,  Conditions  of 
Service,  Retirement  and 
Agreements. 


(B)  Resignation  of  officers  eligible  for  a  deferred  pension 
Retirement  of  Signed  by 

(i)  Directorate  Officer  PSCS,  DS,  DGG,  PAS,  SPEO, 

PEO  or  CEO  in  CSB 

(ii)  Non-directorate  Officer  Head,  Deputy  Head,  Assistant 

Head  of  Department  or  Grade, 
Departmental  Secretary,  or 
Chief  Superintendent, 

Conditions  of  Service  and 
Discipline  of  the  HKPF.  In 
addition,  a  Head  of  Grade  may 
authorize  a  substantive  Chief 
Executive  Officer  to  sign  in 
respect  of  staff  whose  salary 
does  not  exceed  the  maximum 
of  a  Chief  Executive  Officer, 
and  a  substantive  Senior 
Executive  Officer  to  sign  in 
respect  of  staff  whose  salary 
does  not  exceed  the  maximum 
of  a  Senior  Executive  Officer. 


Amendment  No.  29(s)/2004 


CHAPTER  II  -  TERMINATION  OF  SERVICE 


395  (3)  (Cont’d) 

Head,  Deputy  Head  and 
Assistant  Head  of  Department, 
Chief  Superintendent, 

Conditions  of  Service  and 
Discipline,  Senior 
Superintendent,  Conditions  of 
Service  and  Discipline,  or 
Superintendent,  Conditions  of 
Service,  Retirement  and 
Agreements 

(4)  Where  a  deduction  is  recommended  under  Section  14  of  the  Pensions 
Ordinance  (Cap.89)/Section  27  of  Pension  Benefits  Ordinance  (Cap. 99) 
in  respect  of  officers  other  than  Heads  of  Department,  the  GF  539 
(Revised  1/2002)  should  be  signed  by  the  Head  of  Department  or  Grade 
personally. 


(iii)  Junior  Police  Officer 
(Rank  and  File  of 
the  Police) 


June  2004  (b)  Benefits  under  the  Civil  Service  Provident  Fund  (CSPF)  Scheme 


396  (1)  For  the  purpose  of  this  CSR,  “officer”,  unless  otherwise  specified, 

means  an  officer  covered  by  the  CSPF  Scheme  (see  CSR  100  (31)). 

(2)  Retirement  benefits  will  be  provided  to  eligible  officers  in  accordance 
with  the  terms  and  conditions  of  the  CSPF  Scheme  as  promulgated 
from  time  to  time  by  the  Secretary  for  the  Civil  Service. 

(3)  When  an  officer  is  due  to  be  eligible  for  joining  the  CSPF  Scheme,  his 
Permanent  Secretary  or  Head  of  Department/Grade  should  make 
arrangements  for  him  to  join  the  Scheme  and  inform  the  Director  of 
Accounting  Services  of  the  contribution  arrangements. 


(4)  When  an  officer  who  has  joined  the  CSPF  Scheme  is  due  to  leave  the 
service,  his  Permanent  Secretary  or  Head  of  Department/Grade  should 
make  arrangements  for  him  to  leave  the  Scheme  and  arrange  for  the 
payment  of  the  accrued  benefits  to  the  officer  according  to  the  terms 
and  conditions  of  the  CSPF  Scheme.  In  case  the  officer  is  not  entitled 
to  receive  all  or  part  of  the  accrued  benefits,  his  Permanent  Secretary  or 
Head  of  Department/Grade  should  arrange  to  credit  the  respective 
benefits  to  the  Government. 


(5)  The  Permanent  Secretaries  or  Heads  of  Department/Grade  should  take 
action  and  make  appropriate  arrangements  in  accordance  with  the 
procedures  and  guidelines  related  to  the  CSPF  Scheme  as  promulgated 
from  time  to  time  by  the  Secretary  for  Civil  Service  and  by  the  Director 
of  Accounting  Services  as  appropriate. 

(6)  The  Secretary  for  the  Civil  Service  reserves  the  right  to  interpret,  apply, 
supplement,  alter,  amend  or  make  exceptions  to  the  terms  and 
conditions  of  the  CSPF  Scheme  should  he  at  any  time  consider  this  to 
be  necessary. 


Amendment  No.  29(t)/2004 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Dec.  2005 


Sept.  2011 


Sept.  2011 


Sept.  2011 


TAKING  UP  OUTSIDE  WORK  AFTER  CEASING  ACTIVE  SERVICE 
(a)  Directorate  Officers 

(The  provisions  of  CSR  397(1)  to  (17)  apply  to  (a)  directorate  officers 
on  pensionable  or  new  permanent  terms  who  cease  active  service  from  1 
January  2006  to  31  August  2011;  and  (b)  directorate  officers  on 
agreement  terms  and  enter  into  new  or  renewal  agreements  from  1 
January  2006  to  31  August  2011.) 

397  (1)  Directorate  officers  on  final  leave  or  former  directorate  officers, 

irrespective  of  their  terms  of  appointment  (pensionable,  new 
permanent,  agreement  terms  etc.)  and  the  circumstances  of  their 
departure  from  the  Government  (retirement,  completion  or 
termination  of  agreement,  resignation  etc.),  should  apply  for 
prior  permission  before  taking  up  post-service  outside  work  in 
Hong  Kong,  paid  or  unpaid,  part-time  or  full  time,  during  the 
specified  periods  of  restriction  (namely  final  leave  period,  and/or 
minimum  sanitization  period  and/or  control  period),  save  for  the 
exemption  set  out  in  CSR  397(7)  below. 

(2)  (a)  Directorate  officers  on  final  leave  should  apply  for  prior 

permission  before  taking  up  any  paid  outside  work 
involving  duties  outside  Hong  Kong  during  their  final  leave 
period. 

(b)  Former  directorate  officers  should  apply  for  prior 
permission  before  taking  up  paid  work  outside  Hong  Kong 
during  their  control  period,  if  they  are  to  be  based  in  Hong 
Kong,  or  if  they  are  to  work  outside  Hong  Kong  for  an 
organization  or  on  their  own  account  in  a  business  that  has 
any  connection  with  Hong  Kong.  They  are  not  required  to 
apply  for  prior  permission  to  take  up  paid  work  outside 
Hong  Kong  without  any  connection  with  Hong  Kong  during 
their  control  period.  However,  they  should  notify  Civil 
Service  Bureau  (CSB)  of  the  taking  up  of  such  work. 


Amendment  No.  22(a)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011  397  (3)  Outside  work  in  this  regulation  and  the  relevant  CSB  Circulars, 

(Cont’d)  Circular  Memoranda  or  Memoranda  on  the  subject  refers  to 

appointments,  employment  or  any  other  work  outside  the 
Government  and  includes  entering  into  business  on  one's  own 
account,  becoming  a  partner  in  a  partnership,  becoming  a 
director  of  a  company,  becoming  an  employee  etc. 

Sept.  2011  (4)  The  control  period  for  an  officer  counts  from  his/her  formal 

departure  from  the  Government  (i.e.  upon  exhaustion  of  final 
leave  if  any).  The  respective  control  periods  for  different 
categories  of  directorate  officers  are  set  out  below  - 

(a)  Directorate  officers  below  D8  or  equivalent 

(i)  who  have  retired  on  pensionable/new  2  years 
permanent  terms; 

(ii)  who  have  left  the  Government  for  a  2  years 
reason  other  than  retirement  after  six  or 

more  years  of  continuous  service;  or 

(iii)  who  have  left  the  Government  for  a  1  year 
reason  other  than  retirement  after  less 

than  six  years  of  continuous  service 

(b)  Directorate  officers  at  D  8  or  equivalent 

(i)  who  have  retired  on  pensionable/new  3  years 
permanent  terms; 

(ii)  who  have  left  the  Government  for  a  3  years 
reason  other  than  retirement  after  six  or 

more  years  of  continuous  service;  or 

(iii)  who  have  left  the  Government  for  a  1-1/2 
reason  other  than  retirement  after  less  years 
than  six  years  of  continuous  service 


Amendment  No.  22(b)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


Sept.  2011 


397  (5)  The  Secretary  for  the  Civil  Service  (SCS)  is  the  decision 

(Cont’d)  authority  for  all  applications  from  directorate  officers  up  to  D8 

(or  equivalent)  for  permission  to  take  up  outside  work  during  the 
final  leave  period,  and/or  minimum  sanitization  period,  and/or 
control  period. 

(6)  The  key  factors  to  be  taken  into  account  when  vetting/approving 
an  application  are  whether  there  is  real  or  potential  conflict  of 
interest  between  the  applicant's  former  government  duties  and  the 
proposed  outside  work,  and  whether  the  applicant's  taking  up  of 
the  proposed  work  is  likely  to  give  rise  to  negative  public 
perception.  Specific  pointers  for  consideration  are  set  out  in  the 
relevant  CSB  Circulars  or  Circular  Memoranda  or  Memorandum. 
In  considering  an  application,  the  relevant  Head  of 
Department/Head  of  Grade/Permanent  Secretary  and  SCS  would 
normally  focus  on  the  duties  in  which  the  applicant  was  involved 
during  his/her  last  three  years  of  active  government  service. 
However,  where  the  applicant  is  a  directorate  officer  at  D4  or 
above  (or  equivalent)  or  if  the  work  handled  is  of  particular 
sensitivity,  duties  prior  to  the  three-year  period  may  also  be  taken 
into  account. 


(7)  Blanket  permission  is  given  for  directorate  officers  to  take  up 
unpaid  work  with  the  following  non-commercial 
organizations  - 

(a)  charitable,  academic  or  other  non-profit  making 
organizations  not  primarily  engaged  in  commercial 
operations; 

(b)  non-commercial  regional  /  international  organizations;  or 

(c)  the  Central  Authorities  of  the  People’s  Republic  of  China 

throughout  the  final  leave  and  respective  control  periods.  The 
officers  concerned  however  should  inform  CSB  of  their  taking  up 
the  work  beforehand. 


Amendment  No.  22(c)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011  397  (8)  Directorate  officers  who  are  retiring  or  have  retired  on 

(Cont’d)  pensionable  terms  or  new  permanent  terms  are  subject  to  the 

following  minimum  sanitization  periods  - 

(a)  Directorate  officers  at  D4  or  above  (or  12  months 

equivalent) 

(b)  Directorate  officers  below  D4  (or  6  months 

equivalent) 

Dec.  2005  During  the  sanitization  period,  no  outside  work  other  than  that 

covered  by  the  blanket  permission  in  CSR  397(7)  is  permitted. 
As  the  objective  of  sanitization  is  to  forestall  real/potential 
conflict  of  interest  and/or  negative  public  perception  by 
instituting  a  break  between  an  officer's  government  duties  and 
outside  work,  the  sanitization  period  counts  from  the  date  on 
which  the  officer  ceases  active  service  (and  proceeds  on  final 
leave,  if  any). 

Dec.  2005  (9)  The  sanitization  period  specified  in  CSR  397(8)  may  be 

shortened  for  paid  work  with  the  non-commercial  organizations 
listed  in  CSR  397(7),  subject  to  there  being  no  conflict  of  interest 
and  the  work  being  unlikely  to  cause  negative  public  perception. 
For  other  outside  work  (in  particular  that  of  a  commercial 
nature),  the  sanitization  period  will  only  be  shortened  where 
there  are  special  considerations,  as  well  as  subject  to  there  being 
no  conflict  of  interest  and  the  work  being  unlikely  to  cause 
negative  public  perception.  A  longer  sanitization  period  may  be 
imposed  if  such  is  required  to  avoid  conflict  of  interest  and/or 
negative  public  perception  in  the  circumstances  of  a  case. 

Dec.  2005  (10)  No  minimum  sanitization  periods  are  specified  for  directorate 

officers  who  did  not  retire/are  not  retiring  on  pensionable/new 
permanent  terms  (e.g.  agreement  officers  and  resignees).  In 
considering  applications  from  these  officers,  the  relevant  Heads 
of  Department/Heads  of  Grade/Permanent  Secretaries  and  SCS 
will  consider  the  need  for  and  length  of  sanitization  period  on  a 
case-by-case  basis. 


Amendment  No.  22(d)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


Sept.  2011 


Sept.  2011 


Dec.  2005 


397  (11)  The  taking  up  of  outside  work  during  the  final  leave  period  is 

(Cont’d)  subject  to  the  sanitization  rules  above.  In  addition,  directorate 

officers  are  normally  not  permitted  to  take  up  paid  full-time  work 
with  the  non-commercial  organizations  listed  in  CSR  397(7)  or 
work  of  a  commercial  nature  (including  self-employment)  during 
the  final  leave  period,  unless  there  are  special  considerations  and 
there  is  no  problem  of  dual  identity. 

(12)  The  taking  up  of  any  outside  work  during  the  final  leave  period, 
and/or  the  minimum  sanitization  period  and/or  the  control  period 
is  subject  to  a  set  of  standard  restrictions  promulgated  through 
the  relevant  CSB  Circulars  or  Circular  Memoranda  or 
Memoranda.  In  addition  to  the  standard  restrictions,  SCS  may, 
having  regard  to  circumstances  of  a  case,  impose  further 
restrictions  on  scope  of  work  so  that  an  officer  is  not  permitted  to 
take  up  the  restricted  work  during  a  specified  period. 


(13)  Applications  should  be  made  on  an  application  form  prescribed 
by  CSB.  The  relevant  Head  of  Department,  Head  of  Grade  and 
Permanent  Secretary  should  assess  an  application  from  the 
conflict  of  interest  and  public  perception  perspectives  before 
submitting  it  to  CSB  for  further  processing.  CSB  will  seek 
further  comments  from  other  relevant  bureaux/departments  on 
the  application  where  necessary,  and  will  obtain  the  advice  of  the 
Advisory  Committee  on  Post-service  Employment  of  Civil 
Servants  before  submitting  the  application  to  SCS  for  a  decision. 
The  provision  of  certain  personal  data  and  information  relating  to 
the  proposed  work  is  obligatory.  An  application  will  not  be 
processed  if  the  applicant  fails  to  provide  the  requested 
information.  The  application  procedures  are  detailed  in  the 
relevant  CSB  Circulars  or  Circular  Memoranda  or  Memoranda. 


(14)  Before  commencing  any  approved  employment,  the  applicant 
should  notify  the  prospective  employer  of  the  terms  of  approval 
including  any  sanitization  period  or  restrictions  imposed. 

(15)  For  any  approved  outside  work,  the  officer  concerned  should 
observe  the  reporting  requirements  as  promulgated  by  CSB  from 
time  to  time. 


Amendment  No.  22(e)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Dec.  2005  397  (16)  Basic  information  relating  to  cases  of  approved  outside  work 

(Cont’d)  may  be  disclosed  as  follows  - 

(a)  For  approved  outside  work  taken  up  by  officers  at  D4  or 
above  (or  equivalent),  certain  specified  basic  information 
(e.g.  name  of  the  applicant,  his/her  last  post  title  in  the 
Government,  date  on  which  he/she  ceases  active 
government  service,  identity  of  the  outside  employer  etc.) 
will  be  included  in  a  register  for  public  inspection  on 
request.  An  entry  will  be  kept  until  the  expiry  of  the 
applicant’s  control  period  or  after  he/she  has  notified  CSB 
of  the  cessation  of  the  outside  employment,  whichever 
happens  earlier. 

(b)  For  approved  outside  work  taken  up  by  officers  below  D4 
(or  equivalent),  the  basic  information  may  be  disclosed  on  a 
case-by  case  basis,  where  there  is  public  concern  about  the 
propriety  of  the  employment. 

(c)  As  to  outside  work  performed  under  the  blanket  permission 
set  out  in  CSR  397(7),  the  basic  information  may  also  be 
disclosed  on  a  case-by-case  basis  where  there  is  public 
concern. 

Dec.  2005  (17)  Where  there  is  a  breach  of  the  rules  in  this  Regulation  and/or  the 

relevant  CSB  Circulars  or  Circular  Memoranda  or  Memoranda, 
depending  on  the  nature  and  gravity  of  the  incident,  SCS  may 
consider  invoking  either  one  or  a  combination  of  the  forms  of 
sanction  set  out  in  the  relevant  CSB  Circular. 

Sept.  2011  (18)  (Deleted) 


Amendment  No.  22(0/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


Sept.  2011 


(The  provisions  of  CSR  397(19)  to  (39)  apply  to  (a)  directorate  officers 
on  pensionable  or  new  permanent  terms  and  cease  active  duty  on  or 
after  1  September  2011;  and  (b)  directorate  officers  on  agreement  terms 
and  enter  into  new  or  renewal  agreements  on  or  after  1  September 
2011.) 

397  (19)  Directorate  officers  who  have  ceased  active  duty  or  former 

(Cont’d)  directorate  officers,  irrespective  of  their  terms  of  appointment 

(pensionable,  new  permanent,  agreement  terms,  etc.)  and  the 
circumstances  of  their  departure  from  the  Government 
(retirement,  completion  or  termination  of  agreement,  resignation, 
etc.),  should  apply  for  prior  permission  from  the  authority  before 
taking  up  post- service  outside  work  in  Hong  Kong  during  the 
specified  restriction  periods  (namely  a  final  leave  period,  a 
minimum  sanitization  period  and  a  control  period),  save  for  the 
exemption  set  out  in  CSR  397(27)  below. 

(20)  (a)  Directorate  officers  who  have  ceased  active  duty  should 

apply  for  prior  permission  before  taking  up  any  paid  outside 
work  involving  duties  outside  Hong  Kong  during  their  final 
leave  period,  irrespective  of  whether  the  work  has  any 
connection  with  Hong  Kong. 

(b)  Directorate  officers  who  have  ceased  active  duty  should 
apply  for  prior  permission  before  taking  up  unpaid  outside 
work  involving  duties  outside  Hong  Kong  but  with  Hong 
Kong  connection  (e.g.  working  in  Hong  Kong  for  part  of  the 
time,  or  the  work  is  in  a  business  connected  with  Hong 
Kong,  or  the  employer  is  connected  with  Hong  Kong,  etc.) 
during  their  final  leave  period. 

(c)  Directorate  officers  who  have  ceased  active  duty  are  not 
required  to  seek  prior  permission  if  they  wish  to  take  up 
unpaid  outside  work  involving  duties  outside  Hong  Kong 
and  with  no  Hong  Kong  connection  during  their  final  leave 
period  but  they  should  notify  CSB  prior  to  taking  up  such 
unpaid  work. 

(d)  Former  directorate  officers  should  apply  for  prior 
permission  before  taking  up  paid  or  unpaid  outside  work 
involving  duties  outside  Hong  Kong  but  with  Hong  Kong 
connection  during  the  specified  minimum  sanitization 
period  or  control  period  (see  examples  in  (b)  above) 


Amendment  No.  22(g)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011  397  (20)  (e)  Former  directorate  officers  are  not  required  to  apply  for 

(Cont’d)  prior  permission  before  taking  up  outside  work  involving 

duties  outside  Hong  Kong  and  with  no  Hong  Kong 
connection  during  the  specified  minimum  sanitization 
period  or  control  period.  They  should,  however,  notify 
CSB  prior  to  taking  up  such  work  if  it  is  to  be  paid. 


Sept.  2011 


Sept.  2011 


Sept.  2011 


(21)  Outside  work  in  this  regulation  and  the  relevant  CSB  Circulars, 
Circular  Memoranda  or  Memoranda  on  the  subject  refers  to  paid 
or  unpaid,  full-time  or  part-time  appointment,  employment  or 
any  other  work.  It  includes  entering  into  business  on  one’s  own 
account,  becoming  a  partner  in  a  partnership,  becoming  an 
executive  or  non-executive  director  of  a  company,  becoming  an 
employee,  etc.  Re-employment  by  the  Government  (which 
includes  re-employment  on  civil  service  terms  and 
re-employment  on  non-civil  service  terms)  or  appointment  to  a 
government  advisory  board/committee  is  not  regarded  as  outside 
work. 

(22)  Final  leave  period  refers  to  the  time  of  absence  covered  by  any 
leave  granted  to  an  officer  after  he/she  ceases  active  duty  and 
prior  to  his/her  leaving  the  Government.  As  directorate  officers 
on  final  leave  remain  civil  servants  on  full  pay,  the  question  of 
dual  identity  may  easily  arise  should  they  take  up  outside  work 
during  this  period.  Therefore,  the  authority  will  not,  as  a  general 
rule,  approve  applications  to  take  up  work  of  a  commercial 
nature  or  full-time  paid  work  with  non-commercial  organizations 
specified  in  CSR  397(27)  during  the  final  leave  period,  unless 
there  are  very  exceptional  considerations  and  there  is  no  concern 
over  dual  identity,  conflict  of  interest  and  public  perception.  The 
authority  may  approve  applications  to  take  up  part-time  paid  or 
full-time/part-time  notionally-paid  work  with  specified 
non-commercial  organizations  during  the  final  leave  period, 
provided  there  is  no  concern  over  dual  identity,  conflict  of 
interest  and  public  perception. 

(23)  The  minimum  sanitization  period  counts  from  the  date  of 
cessation  of  active  duty  (i.e.  on  commencement  of  final  leave  if 
any).  Its  duration  is  set  out  below  for  directorate  officers 
leaving  the  Government  on  retirement  ground- 


Amendment  No.  22(h)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011  397  (23)  (a)  Directorate  officers  at  D4  to  D 8  12  months 

(Cont’d)  (or  equivalent) 

(b)  Directorate  officers  at  D1  to  D3  6  months 

(or  equivalent) 

The  authority  may  specify  a  longer  sanitization  period  than  the 
prescribed  minimum  on  an  application-specific  basis  where 
necessary  to  forestall  conflict  of  interest  and  negative  public 
perception. 

Sept.  2011  (24)  Depending  on  the  length  of  the  final  leave  period  (if  any)  of 

individual  directorate  officers,  the  minimum  sanitization  period 
may  overlap  wholly  or  partly  with  their  final  leave  period.  For 
the  part  that  overlaps  with  the  final  leave  period  of  a  directorate 
officer,  the  arrangement  set  out  in  CSR  397(22)  above  applies. 
For  the  part  that  does  not  overlap  with  a  directorate  officer’s  final 
leave  period,  the  arrangement  set  out  in  CSR  397(22)  above  also 
applies,  except  that  the  authority  may  approve  applications  to 
take  up  full-time  paid  outside  work  with  non-commercial 
organizations  specified  in  CSR  397(27),  provided  there  is  no 
concern  over  conflict  of  interest  and  public  perception. 

Sept.  2011  (25)  No  minimum  sanitization  period  is  specified  for  directorate 

officers  leaving  the  Government  on  grounds  other  than 
retirement  (e.g.  on  completion  or  termination  of  agreement, 
resignation).  The  authority  will  consider  the  need  for  and 
length  of  the  sanitization  period  on  an  application-specific  basis, 
having  regard  to  concerns  over  conflict  of  interest  and  public 
perception. 

Sept.  2011  (26)  The  control  period  counts  from  the  formal  departure  from  the 

Government  (i.e.  on  exhaustion  of  final  leave  if  any).  Its 
duration  is  set  out  below  - 

(a)  Directorate  officers  at  D8 
(or  equivalent)  : 

(i)  those  who  have  retired  on  3  years 
pensionable  /  new  permanent  terms, 


Amendment  No.  22(i)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


397  (26)  (ii)  those  who  have  left  the  Government  3  years 

(Cont’d)  on  grounds  other  than  retirement 

after  six  or  more  years  of  continuous 
service,  and 

(iii)  those  who  have  left  the  Government  1-1/2  years 
on  grounds  other  than  retirement 
after  less  than  six  years  of 
continuous  service;  and 


(b)  Directorate  officers  at  D1  to  D7 
(or  equivalent)  : 

(i)  those  who  have  retired  on  2  years 
pensionable  /  new  permanent  terms, 

(ii)  those  who  have  left  the  Government  2  years 
for  grounds  other  than  retirement 

after  six  or  more  years  of  continuous 
service,  and 

(iii)  those  who  have  left  the  Government  1  year 
on  grounds  other  than  retirement 

after  less  than  six  years  of 
continuous  service 


(27)  All  directorate  officers  on  final  leave  and  all  former  directorate 
officers  within  the  specified  minimum  sanitization  period  and/or 
the  control  period  are  given  permission  to  take  up  unpaid 
post-service  outside  work  with  the  following  non-commercial 
organizations  - 

(a)  charitable,  academic  or  other  non-profit  making 
organizations  not  primarily  engaged  in  commercial 
operations; 

(b)  non-commercial  regional  /  international  organizations;  or 

(c)  the  Central  Authorities  of  the  People’s  Republic  of  China. 
They  should  notify  CSB  prior  to  their  taking  up  such  work. 


Amendment  No.  22(j)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


Sept.  2011 


The  authority  to  decide  on  applications  from  all  directorate 
officers  for  prior  permission  to  take  up  outside  work  during  the 
specified  restriction  periods  is  SCS.  An  application  may  be 
approved  subject  to  restrictions  (see  CSR  397(32)  below)  or 
rejected.  The  authority  to  impose  sanctions  on  those  who  fail  to 
obtain  prior  permission  before  taking  up  outside  work  during  the 
specified  restriction  periods  or  fail  to  comply  with  the  restrictions 
and  conditions  imposed  on  approved  outside  work  during  the 
specified  restriction  periods  is  SCS. 

(29)  Applications  for  post-service  outside  work  should  be  made  on 
the  prescribed  application  form  and  be  submitted  to  CSB  for 
central  processing.  CSB  will  invite  the  relevant  Permanent 
Secretary(ies),  Head(s)  of  Department  and/or  Head  of  Grade  to 
give  assessment  on  every  application;  and  will  obtain  the  advice 
of  the  Advisory  Committee  on  Post-service  Employment  of  Civil 
Servants  before  submitting  the  application  to  the  authority  for  a 
decision.  The  provision  of  certain  personal  data,  information 
relating  to  the  applied-for  work  and  the  applicant’s  own 
assessment  on  the  application  is  obligatory.  The  processing  of 
an  application  will  be  delayed  if  the  applicant  fails  to  provide  the 
requested  information.  The  application  procedures  are  detailed 
in  the  relevant  CSB  Circulars  or  Circular  Memoranda  or 
Memoranda. 

(30)  The  key  considerations  to  be  taken  into  account  when  assessing 
an  application  are  set  out  in  the  relevant  CSB  Circulars  or 
Circular  Memoranda  or  Memoranda,  including  whether  there  is 
real  or  potential  conflict  of  interest  between  the  applicant’s 
former  government  duties  and  the  proposed  outside  work, 
whether  the  applicant’s  taking  up  of  the  proposed  outside  work 
would  cause  well-founded  negative  public  perception 
embarrassing  the  Government  and  undermining  the  image  of  the 
Civil  Service,  and  whether  the  applicant’s  taking  up  of  the 
proposed  outside  work  would  give  rise  to  reasonable 
apprehension  of  deferred  reward  or  benefit  by  a  fair-minded  and 
informed  observer  after  having  considered  the  relevant  facts. 


397  (28) 

(Cont’d) 


Amendment  No.  22(k)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


Sept.  2011 


Sept.  2011 


Sept.  2011 


397  (31)  The  period  of  service  history  to  be  taken  into  account  when 

(Cont’d)  making  the  assessment  is  set  out  below  - 

(a)  Directorate  officers  at  D4  to  D8  6  years 

(or  equivalent) 

(b)  Directorate  officers  at  D1  to  D3  3  years 

(or  equivalent) 

Where  necessary,  a  longer  period  of  service  history  may  be  taken 
into  account  on  an  application-specific  basis. 


(32)  All  approved  applications  are  subject  to  a  set  of  work  restrictions 
promulgated  through  the  relevant  CSB  Circulars  or  Circular 
Memoranda  or  Memoranda.  In  addition  to  the  promulgated 
work  restrictions,  the  authority  may  impose  additional  conditions 
on  an  application-specific  basis. 


(33)  All  applicants  who  intend  to  take  up  the  approved  applied-for 
work  should  advise  CSB  of  the  date  of  commencement  of  work 
and  provide  CSB  with  a  copy  of  the  signed  employment 
agreement  or  appointment  letter.  They  should  inform  their 
prospective  employers  of  the  restrictions  and  other  conditions 
imposed  by  the  authority  on  their  approved  work.  They  should 
seek  prior  approval  from  the  authority  regarding  any  material 
change  (e.g.  change  in  major  duties)  in  their  approved  work 
during  their  applicable  restriction  periods.  They  should  inform 
CSB  as  soon  as  they  cease  undertaking  the  approved  work  during 
their  applicable  restriction  periods. 


(34)  CSB  will,  at  the  time  of  approval  of  an  application,  directly 
inform  the  prospective  employer  of  the  restrictions  and 
conditions  imposed  by  the  authority  on  the  relevant  approved 
work  and  of  the  requirement  for  the  applicant  to  seek  prior 
approval  from  the  authority  regarding  any  material  change  to 
his/her  work. 


(35)  If  the  enforcement  of  the  restrictions  and  conditions  imposed  by 
the  authority  on  an  approved  application  may  involve  monitoring 
by  specific  bureau(x)  and/or  departments,  CSB  will  advise  them 
accordingly. 


Amendment  No.  22(1)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept.  2011 


Sept.  2011 


Sept.  2011 


Sept.  2011 


397  (36)  Applicants  who  have  taken  up  the  approved  applied-for  outside 

(Cont’d)  work  should  observe  the  reporting  requirements  during  their 

applicable  restriction  periods  as  set  out  in  CSB  Circulars, 
Circular  Memoranda  or  Memoranda  promulgated  by  CSB  from 
time  to  time. 

(37)  If  an  applicant  is  aggrieved  by  the  decision  of  the  authority  on 
his/her  application,  he/she  may  ask  the  authority  for  a  review  of 
the  decision  by  providing  justifications  and  supplementary 
information.  If  he/she  is  still  aggrieved  by  the  decision  of  the 
authority  upon  review,  he/she  may  appeal  to  the  Chief  Executive 
whose  decision  will  be  final. 


(38)  (a)  Basic  information  on  every  approved  and  taken-up 

post-service  outside  work  application  (including  the  name  of 
the  applicant,  his/her  last  civil  service  post  title,  date  of 
cessation  of  active  government  service,  commencement  date 
of  the  approved  outside  work,  identity  of  the  prospective 
employer  (where  applicable),  the  applicant’s  position  and 
brief  description  of  duties,  advice  of  the  Advisory 
Committee  on  Post-service  Employment  of  Civil  Servants 
and  conditions  imposed  by  the  authority  on  the  approved 
outside  work)  will  be  set  out  in  a  public  register  which  will 
be  uploaded  on  the  CSB  website  for  public  inspection.  The 
information  on  the  register  will  be  kept  until  expiry  of  the 
restriction  periods  applicable  to  the  applicant,  or  after  he/she 
has  ceased  the  outside  work,  whichever  occurs  first. 

(b)  Similar  information  as  set  out  under  item  (a)  above  on 
unpaid  work  taken  up  by  directorate  officers  under  the 
blanket  permission  set  out  in  CSR  397(27)  may  be  disclosed 
on  a  case-specific  basis  where  there  is  public  concern. 

(39)  Where  there  is  a  breach  of  the  rules  in  this  Regulation  and/or  the 
relevant  CSB  Circulars  or  Circular  Memoranda  or  Memoranda, 
the  authority  may  consider  invoking  either  one  or  a  combination 
of  the  forms  of  sanction  as  set  out  in  the  relevant  CSB  Circular, 
having  regard  to  the  nature  and  gravity  of  the  breach. 


Amendment  No.  22(m)/2011 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept  2015  (b)  Non-directorate  officers  retiring  on  pensionable  terms 


Sept  2015  398  (1)  Non-directorate  officers  who  are  on  pensionable  terms  and  leave 

the  Government  on  retirement  are  required  to  apply  for  prior 
permission  from  the  authority  before  taking  up  post-service 
outside  work  which  commences  during  pre-retirement  leave  and 
continues  after  the  date  of  retirement  or  in  the  first  two  years  of 
retirement. 

Sept  2015  (2)  (a)  Non-directorate  officers  on  pre-retirement  leave  and  in  the 

first  two  years  of  retirement  are  required  to  apply  for  prior 
permission  before  taking  up  outside  work  in  Hong  Kong. 

(b)  Non-directorate  officers  on  pre-retirement  leave  and  in  the 
first  two  years  of  retirement  should  inform  the  authority 
before  taking  up  paid  outside  work  involving  duties  outside 
Hong  Kong  but  with  Hong  Kong  connection  (e.g.  the  work 
requires  working  in  Hong  Kong  for  part  of  the  time,  or  the 
work  is  in  a  business  connected  with  Hong  Kong,  or  the 
employer  is  connected  with  Hong  Kong,  etc.)  for  the 
authority  to  decide  whether  prior  permission  is  required. 

Sept  2015  (3)  Outside  work  in  this  regulation  and  the  relevant  CSB  Circulars, 

Circular  Memoranda  or  Memoranda  on  the  subject  refers  to  paid 
or  unpaid,  full-time  or  part-time  appointment,  employment  or 
any  other  work.  It  includes  entering  into  business  on  one’s  own 
account,  becoming  a  partner  in  a  partnership,  becoming  an 
executive  or  non-executive  director  of  a  company,  becoming  an 
employee,  etc.  Re-employment  by  the  Government  (which 
includes  re-employment  on  civil  service  terms  and 
re-employment  on  non-civil  service  terms)  or  appointment  to  a 
government  advisory  board/committee  is  not  regarded  as  outside 
work. 


Amendment  No.  22(a)/2015 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Non-directorate  officers  on  pre-retirement  leave  and  in  the  first 
two  years  of  retirement  are  given  permission  to  take  up  unpaid 
post-service  outside  work  with  the  following  non-commercial 
organizations  - 

(a)  charitable,  academic  or  other  non-profit  making 
organizations  not  primarily  engaged  in  commercial 
operations; 

(b)  non-commercial  regional/international  organizations;  or 

(c)  the  Central  Authorities  of  the  People’s  Republic  of  China. 

They  should  notify  the  authority  at  least  two  weeks  prior  to  their 
taking  up  such  work  using  a  prescribed  form. 

Sept  2015  (5)  Blanket  permission  is  given  to  all  officers  remunerated  on  the 

Model  Scale  1  Pay  Scale  to  take  up  any  post-service  outside 
work  during  pre-retirement  leave  and  the  first  two  years  of 
retirement.  They  are  therefore  exempted  from  the  requirement 
of  obtaining  prior  permission  or  submitting  prior  notification  for 
taking  up  post-service  outside  work. 

Sept  2015  (6)  Blanket  permission  is  given  to  non-directorate  officers  of  the 

ranks  as  specified  in  relevant  CSB  Circulars,  Circular 
Memoranda  or  Memoranda  on  the  subject  to  take  up  any 
post-service  outside  work  during  pre-retirement  leave  and  the 
first  two  years  of  retirement,  subject  to  both  of  the  following  two 
conditions  being  met  - 

(a)  the  non-directorate  civil  servant  concerned  has  had  no  past 
dealings  with  the  prospective  employer  in  his/her  last  two 
years  of  government  service;  and 

(b)  the  non-directorate  civil  servant  concerned  has  to  comply 
with  standard  work  restrictions  in  his/her  taking  up  of  the 
post-service  outside  work  up  to  the  end  of  two  years  of 
retirement. 

They  should  notify  the  authority  at  least  two  weeks  prior  to  their 
taking  up  such  work  using  a  prescribed  form. 


Sept  2015  398  (4) 

(Cont’d) 


Amendment  No.  22(b)/2015 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept  2015 


Sept  2015 


Sept  2015 


Sept  2015 


Sept  2015 


Sept  2015 


398  (7)  The  authorities  for  deciding  on  applications  from  non-directorate 

(Cont’d)  officers  to  take  up  post-service  outside  work  are  vested  as 

follows  - 


(a)  Head/Deputy  Head/Assistant  Non-directorate 

Head  of  Department  or  Grade,  officers 

and  Departmental  Secretary 


(b)  Head/Deputy  Head/Assistant 
Head  of  Department,  Chief 
Superintendent,  Conditions  of  Service 
and  Discipline/Senior  Superintendent, 
Conditions  of  Service  and  Discipline 
and  Superintendent,  Conditions  of 
Service,  Retirement  and  Agreements 


Non-directorate 
disciplined  officers 
of  the  Hong  Kong 
Police  Force, 
including  junior 
police  officers 


(8)  An  application  may  be  approved  without  conditions  or  subject  to 
conditions  (i.e.  sanitization  period  and/or  work  restrictions)  or 
rejected. 


(9)  Applications  for  post-service  outside  work  should  be  made  by 
way  of  a  prescribed  form  and  be  submitted  to  the  authority  for  a 
decision  at  least  one  month  before  the  commencement  date  of  the 
outside  work. 


(10)  The  key  considerations  to  be  taken  into  account  when  assessing 
an  application  are  set  out  in  the  relevant  CSB  Circulars  or 
Circular  Memoranda  or  Memoranda,  including  whether  there  is 
real  or  potential  conflict  of  interest  between  the  applicant’s 
former  government  duties  and  the  proposed  outside  work, 
whether  the  applicant’s  taking  up  of  the  proposed  outside  work 
would  cause  well-founded  negative  public  perception 
embarrassing  the  Government  and  undermining  the  image  of  the 
Civil  Service,  and  whether  the  applicant’s  taking  up  of  the 
proposed  outside  work  would  give  rise  to  reasonable 
apprehension  of  deferred  reward  or  benefit  by  a  fair-minded  and 
informed  observer  after  having  considered  the  relevant  facts. 

(11)  The  last  two  years  of  government  service  of  the  applicant  will  be 
taken  into  account  when  making  the  assessment.  Where 
necessary,  a  longer  period  of  service  history  will  be  considered. 

(12)  Applicants  who  have  taken  up  the  approved  applied-for  outside 
work  should  seek  prior  approval  from  the  authority  regarding  any 
material  change  to  their  approved  and  taken-up  work  during  the 
pre-retirement  leave  and/or  the  first  two  years  of  retirement. 


Amendment  No.  22(c)/2015 


CHAPTER  II  -TERMINATION  OF  SERVICE 


Sept  2015  398  (13)  If  an  applicant  is  aggrieved  by  the  decision  of  the  authority  on 

(Cont’d)  his/her  application,  he/she  may  ask  the  authority  for  a  review  of 

the  decision  by  providing  justifications  and  supplementary 
information.  The  applicant  may  also  write  to  Secretary  for  the 
Civil  Service  who  will  give  advice  on  the  authority’s  decision. 
The  applicant  may  also  make  representations  to  the  Chief 
Executive. 

Sept  2015  (14)  Where  there  is  a  breach  of  the  rules  in  this  Regulation  and/or  the 

relevant  CSB  Circulars  or  Circular  Memoranda  or  Memoranda, 
the  authority  may  consider  invoking  either  one  or  a  combination 
of  the  forms  of  sanction  as  set  out  in  the  relevant  CSB  Circular, 
having  regard  to  the  nature  and  gravity  of  the  breach. 

399 


Amendment  No.  22(d)/2015 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


GENERAL 

400.  An  officer  is  subject  to  Government  Regulations,  to  the  regulations  for  the 
time  being  in  force  in  his  department,  to  any  special  regulations  (whether 
administrative  or  statutory)  which  apply  to  the  office  to  which  he  is 
appointed,  and  to  the  Public  Service  (Administration)  Order  and  the  Public 
Service  (Disciplinary)  Regulation  insofar  as  these  are  applicable  to  him. 

401.  The  duties  of  an  officer  shall  include  the  usual  duties  of  the  office  in 
which  he  is  engaged  and  any  other  duties  which  his  Head  of  Department 
(in  respect  of  work  for  the  officer’s  own  department)  or  the  Secretary  for 
the  Civil  Service  (in  respect  of  work  for  another  department  or 
organization)  may  call  upon  him  to  perform.  An  officer  is  required  to  use 
his  utmost  exertions  to  promote  the  interests  of  the  Government  and  he 
may  at  any  time  be  called  upon  to  train,  instruct  or  examine  Government 
staff  or  candidates  for  appointment  to  the  public  service  without  any  extra 
remuneration. 

402.  (1)  An  officer  who  is  found  to  have  made  a  fraudulent  claim  of  money 

payable  under  - 

(a)  the  Widows  and  Orphans  Pension  Ordinance  (Cap.  94),  the 
Surviving  Spouses’  and  Children’s  Pensions  Ordinance  (Cap. 
79),  the  Pensions  Ordinance  (Cap.  89)  or  the  Pension  Benefits 
Ordinance  (Cap.  99);  or 

(b)  any  Government  Regulations,  Circulars,  Circular  Memoranda 
or  Memoranda;  or 

(c)  any  terms  of  appointment  or  conditions  of  service  or  provisions 
in  any  contract  with  the  Government, 

2/2002  renders  himself  liable  to  criminal  or  disciplinary  proceedings.  An 

officer  found  guilty  of  a  criminal  offence  or  misconduct  may,  in 
addition  to  any  punishment  imposed,  be  required  to  pay/refund  to  the 
Government  an  appropriate  sum  to  be  determined  by  the  Secretary 
for  the  Civil  Service.  The  sum  includes  the  money  granted  to,  and/or 
over-claimed  by,  the  officer  and  the  interest  thereon.  The  Secretary 
for  Financial  Services  and  the  Treasury  may  be  consulted  on  the 
appropriate  interest  rate  to  be  charged. 

(2)  For  the  avoidance  of  doubt,  the  general  provisions  in  this  CSR  do  not 
affect  the  operation  of  CSRs  808  and  721(7). 

403.  (1)  An  officer  may  be  required  to  furnish  such  security  as  the  Director  of 

Accounting  Services  may  decide  upon  for  the  faithful  and  honest 
discharge  of  his  duties,  and  any  premium  payable  in  respect  of  such 
security  may  be  deducted  from  his  salary.  Heads  of  Departments 
should  act  in  accordance  with  standing  financial  instructions  issued 
by  the  Director  of  Accounting  Services. 

(2)  An  officer  who  is  required  to  furnish  security  under  this  Regulation 
is  also  required  to  enter  into  an  Agreement  of  Charge  (G.F.  195). 


404  -  409 


Amendment  No.  l(a)/2002 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


DISCIPLINARY  ACTION  AND  PUNISHMENT 

410.  (1)  An  officer  who  commits  any  breach  of  Government  Regulations  or 

any  other  official  instructions,  whether  oral  or  written,  or  who  by  his 
actions  brings  the  Government  Service  into  disrepute  is  liable  to 
dismissal  or  lesser  punishments  depending  upon  the  gravity  of  the 
case. 

(2)  Disciplinary  provisions  governing  Government  officers  are 
contained  in  the  Public  Service  (Administration)  Order  and  the 
Public  Service  (Disciplinary)  Regulation  -  see  Annexes  3.1  and  3.2. 
Certain  members  of  the  disciplined  forces  are  subject  to  disciplinary 
provisions  in  their  respective  Ordinances,  Regulations  and  Rules 
(e.g.  Police  Force  Ordinance  (Cap.  232),  Fire  Services  Ordinance 
(Cap.  94),  Prison  Rules  (Cap.  234,  subsidiary  legislation),  etc.). 

411.  On  dismissal  from  the  Service  an  officer  forfeits  all  rights  or  advantages  of 
his  appointment,  and  no  retiring  benefits  are  granted  to  him. 

412.  No  departmental  disciplinary  action  should  be  taken  against  an  officer  who 
has  been  convicted  in  a  court  of  law  until  the  period  of  time  has  lapsed 
within  which  the  officer  may  appeal  against  his  conviction.  This  period  is 
normally  fourteen  days  after  the  date  of  conviction.  Departments  should 
ascertain  both  the  length  of  time  allowed  for  an  appeal  in  a  particular  case 
and  whether  an  appeal  has  in  fact  been  lodged.  In  case  of  an  appeal 
departmental  action  must  be  deferred  until  the  result  of  appeal  is  known. 

413-430. 


Amendment  No.  l(b)/2002 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Dec  92 

Dec  92 

Dec  92 


Feb  2007 


Feb  2007 


431.  (1)  Entertainment  is  not  of  itself  an  advantage  as  defined  by  section  2  of 

the  Prevention  of  Bribery  Ordinance.  (Cap.  201). 

(2)  An  officer  is  permitted  to  accept  any  entertainment  from  any  person 
except  such  entertainment  as  is  prohibited  by  Regulation  434  or 
under  Regulation  435. 

432.  (1)  Entertainment  is  defined  by  section  2  of  the  Prevention  of  Bribery 

Ordinance  to  mean  - 


“the  provision  of  food  or  drink,  for  consumption  on  the  occasion 
when  it  is  provided,  and  of  any  other  entertainment  connected  with, 
or  provided  at  the  same  time  as,  such  provision.” 

For  the  purposes  of  Regulations  431  -  435,  the  same  definition 
applies. 

(2)  The  following  are  examples  of  what  constitutes  entertainment  - 

(a)  a  meal; 

(b)  an  occasion  at  which  drinks  of  any  kind  are  provided; 

(c)  attendance  at  a  cinema,  theatre  or  other  public  entertainment 
before  or  after  a  meal; 

(d)  dancing  or  other  entertainment  before,  during  or  after  a  meal; 

(3)  Officers  are  warned  that  notwithstanding  Regulation  431(1)  and 
paragraph  (2)  above,  the  acceptance  of  free  food,  drink,  show,  etc., 
may  in  certain  circumstances  be  regarded  as  “an  advantage”,  which 
may  constitute  a  criminal  offence  under  the  Prevention  of  Bribery 
Ordinance.  For  example,  when  an  officer  visits  a  restaurant  with 
which  he  has  official  dealings  and  at  the  end  of  the  meal  the 
restaurant  owner  waives  the  bill,  the  free  meal  may  amount  to  “a 
discharge  of  obligation”  which  is  an  advantage  under  the  Prevention 
of  Bribery  Ordinance,  in  that  the  officer  is  discharged  from  the 
obligation  to  pay  the  bill.  If  in  doubt  about  such  provision,  the 
officer  should  reject  it,  or  seek  advice  from  his  Permanent 
Secretary/Head  of  Department. 


433  An  officer  who  accepts  entertainment  other  than  in  accordance  with 
Regulations  431  -  435  may  be  subject  to  disciplinary  proceedings. 


Amendment  No.  5(a)  /2007 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Feb  2007  434  (1)  An  officer  may  not,  without  the  permission  of  his  Permanent 

Secretary/Head  of  Department,  accept  entertainment  from  any 
person  if  the  entertainment  is  likely,  for  example  by  reason  of  its 
excessive  nature  or  of  the  relationship  between  the  officer  and  the 
other  person  or  of  the  character  of  that  person  - 

(a)  to  lead  to  the  embarrassment  of  the  officer  in  the  discharge  of 
his  functions;  or 

(b)  to  bring  the  officer  or  the  public  service  into  disrepute. 

Feb  2007  (2)  In  this  regulation,  reference  to  the  Head  of  a  Department  means  - 

(a)  in  relation  to  a  person  who  is  himself  the  Permanent  Secretary/ 
Head  of  Department,  the  Secretary  for  the  Civil  Service; 

(b)  in  relation  to  any  other  officer  - 

(i)  the  Permanent  Secretary/Head  of  Department  of  the 
bureau/department  in  which  that  officer  is  serving  at  the 
time  when  the  entertainment  is  offered  to  the  officer; 

(ii)  any  other  officer  of  that  bureau/department  authorised  in 
writing  by  the  Permanent  Secretary/Head  of  Department 
to  act  on  his  behalf  for  the  purposes  of  this  regulation. 


Feb  2007  435  (1)  A  Permanent  Secretary/Head  of  Department  may,  with  the  approval 

of  the  Secretary  for  the  Civil  Service,  issue  directions  to  the  officers 
serving  in  that  bureau/department. 

Feb  2007  (2)  Such  directions  may  prohibit  an  officer  serving  in  that 

bureau/department  from  accepting,  or  from  accepting  without  the 
permission  of  the  Permanent  Secretary/Head  of  Department  or 
another  officer  of  the  bureau/department  authorised  by  the 
Permanent  Secretary/Head  of  Department  for  this  purpose,  any 
entertainment  which  such  officer  would,  but  for  such  prohibition,  be 
permitted  to  accept,  or  to  accept  with  permission. 

(3)  An  officer  who  contravenes  any  direction  applicable  to  him  issued 
under  this  regulation  shall  be  deemed  to  have  accepted  entertainment 
other  than  in  accordance  with  these  regulations. 

Dec  92  (4)  Any  directions  issued  under  this  regulation  shall  be  supplementary  to 

Regulation  434. 


Amendment  No.  5(b)  /2007 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


436  Money  which  has  been  subscribed,  with  the  approval  of  the  Chief 
Secretary  for  Administration,  with  a  view  to  marking  public  approbation 
of  an  officer's  conduct  may  be  dedicated  to  objects  of  public  purpose  and 
connected  with  the  name  of  the  officer  who  has  merited  such  a  proof  of  the 
general  esteem. 

437  -  439 


COLLECTIONS 

Sept  97  440  (1)  Heads  of  Department  or  Grade  may  grant  permission  for  a 

departmental  or  grade  collection  to  be  made  for  the  relief  of  an 
officer  who  has  run  into  distress  or  difficulties  of  any  kind  or  for  the 
relief  of  his/her  family,  provided  that  there  is  a  genuine  need  for  the 
grant  of  immediate  relief,  that  donations  are  voluntary,  and  that  the 
arrangements  for  collection  are  similar  to  those  for  retirement  gifts 
under  Regulation  448(2). 


[JCH30002W7] 


Amendment  No.  29(a)/97 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


(2)  The  amount  of  individual  subscription  for  collections  made  under 
this  regulation  should  not  exceed  3%  of  the  substantive  monthly 
salary  of  the  donor. 

441  (1)  No  collection  within  a  department  for  messengers  or  other  staff  at 

such  times  as  Christmas  or  the  Lunar  New  Year  is  permitted. 

(2)  The  above  prohibition  does  not  apply  to  general  collections  in 
exceptional  circumstances  permitted  by  other  Regulations,  for  which 
the  special  permission  of  the  Secretary  for  the  Civil  Service  or  the 
Head  of  the  Department  concerned,  as  the  case  may  be,  has  been 
given. 

442  -  443 


ACCEPTANCE  OF  ADVANTAGES 

Dec  2002  444  (1)  The  soliciting  and/or  acceptance  of  advantages  by  officers  is 

governed  by  sections  3  and  4  of  the  Prevention  of  Bribery  Ordinance 
(Cap.  201)  and  the  Acceptance  of  Advantages  (Chief  Executive's 
Permission)  Notice  (see  Annexes  3.4  and  3.5). 

Dec  2002  (2)  Advantages  offered/presented  to  an  officer  and/or  the  officer's  spouse 

by  virtue  of  the  officer's  official  position  or  on  an  occasion  attended 
in  the  officer's  official  capacity  (including  those  offered/presented  by 
another  government  department),  whether  in  Hong  Kong  or 
elsewhere,  are  regarded  as  advantages  to  the  bureau/department  in 
which  the  officer  works.  They  should  be  dealt  with  in  accordance 
with  the  internal  directive  of  the  Secretary  for  the  Civil  Service  in 
force  at  the  time  (see  Annex  3.6,  paragraphs  4-8  in  particular). 


Amendment  No.  56(a)/2002 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Dec  2002 


Dec  2002 


445  -  447 

RETIREMENT  GIFTS 

448  (1)  No  gifts  on  retirement  from  officers  in  the  same  bureau/department  (a 

departmental  presentation)  or  from  officers  in  the  same  general  grade 

(a  general  grade  presentation)  may  be  accepted  - 

(a)  by  a  Permanent  Secretary/Head  of  Department  without  the  prior 
permission  of  the  Secretary  for  the  Civil  Service;  and 

(b)  by  any  other  officer  without  the  prior  permission  of  his 
Permanent  Secretary/Head  of  Department  in  the  case  of  a 
departmental  presentation,  or  of  his  Head  of  Grade  in  the  case  of 
a  general  grade  presentation. 

(2)  Departmental  and  General  Grade  presentations  will  be  subject  to  the 

following  conditions  - 

(a)  before  any  collection  is  organised,  the  retiring  officer  should  be 
asked  discreetly  whether  he  has  any  objection  to  accepting  a  gift 
on  his  retirement; 

(b)  no  arrangements  to  organise  a  subscription  may  be  made  until 
permission  has  been  obtained  under  Regulation  448(1); 

(c)  there  must  be  no  element  of  compulsion  or  pressure  of  any  sort 
on  individuals  to  subscribe; 

(d)  the  amount  of  individual  subscription  should  not  exceed  0.5%  of 
the  substantive  monthly  salary  of  the  donor; 

(e)  unless  special  permission  to  the  contrary  is  given  by  the 
Secretary  for  the  Civil  Service,  subscriptions  will  be  limited  to  - 

(i)  in  the  case  of  departmental  presentations,  officers  in  the 
same  bureau/department  as  the  recipient;  and 

(ii)  in  the  case  of  general  grade  presentations,  officers  in  the 
same  general  grade  as  the  recipient  (e.g.  an  executive  grade 
subscription  for  a  retiring  executive  officer  will  be  limited 
to  all  ranks  within  the  whole  executive  grade); 

(f)  lists  showing  the  names  of  individual  officers  and  the  amounts 
they  have  contributed  should  be  kept  but  on  no  account  should 
they  be  circulated;  arrangements  should  be  made  for 
contributions  to  be  sent  to  a  senior  officer  appointed  to  be 
responsible  for  organising  the  collection; 


Amendment  No.  56(b)/2002 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Feb  2007 


Dec  2002 


a  circular  should  be  issued  notifying  the  staff  of  the  total  amount 
collected  towards  a  retirement  present,  the  nature  of  the  gift,  and  the 
date  and  time  of  presentation;  and 

while  there  is  no  objection  to  the  presentation  of  a  gift  voucher,  the 
presentation  of  money,  including  cash,  cheques,  and  promissory 
notes,  is  undesirable  and  may  be  approved  only  in  exceptional 
circumstances  on  application  to  the  Secretary  for  the  Civil  Service; 
the  reasons  for  proposing  a  money  gift  should  be  stated  fully  when 
permission  is  sought. 

(3)  Retirement  gifts  may  be  accepted  from  close  personal  friends  or  other 
persons,  provided  that  in  any  one  of  the  following  cases,  the  retiring  officer 
shall  seek  special  permission  from  his  Permanent  Secretary/Head  of 
Department  to  retain  the  gift  or,  in  respect  of  a  Permanent  Secretary/Head 
of  Department,  from  the  Secretary  for  the  Civil  Service  - 

(a)  the  value  of  the  gift  from  any  close  personal  friend  or  any  other 
person  exceeds  $3,000  or  $1,500  respectively; 

(b)  the  close  personal  friend  or  the  other  person  has  official  dealings  with 
the  bureau/department  in  which  the  officer  works;  or 

(c)  in  the  case  of  a  close  personal  friend  or  the  other  person  working  in 
the  same  bureau/department  as  the  officer,  the  close  personal  friend  or 
the  other  person  is  subordinate  to  the  officer. 

(4)  Retirement  gifts  other  than  those  covered  by  paragraphs  (1),  (2)  and  (3) 
above  should  be  dealt  with  as  follows  - 

(a)  except  as  provided  in  sub-paragraphs  (b)  below,  retirement  gifts  may 
not  be  accepted  from  any  person  and  such  gifts  should  be  politely 
refused  save  in  the  circumstances  outlined  in  sub-paragraph  (c)  below; 

(b)  retirement  presents  from  staff  clubs  and  messes  or  other  private 
associations  or  organisations  or  public  bodies  with  which  the  officer 
has  close  association  either  in  his  private  or  official  capacity  may  be 
accepted  only  with  the  approval  from  his  Permanent  Secretary/Head 
of  Department  or,  in  the  case  of  an  officer  who  is  a  Permanent 
Secretary/Head  of  Department,  from  the  Secretary  for  the  Civil 
Service.  Permission  to  accept  such  retirement  gifts  will  only  be  given 
subject  to  the  following  criteria  - 

(i)  the  gift  is  not  in  the  form  of  money; 

(ii)  the  value  of  the  gift  is  not  excessive  having  regard  to  the  position 
of  the  officer;  and 


448  (g) 

(Cont’d) 


(h) 


Amendment  No.  4/2007 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


448  (iii)  acceptance  of  the  gift  would  not  place  the  officer  in  an 

(Cont’d)  obligatory  position  to  the  donor  or  cause  embarrassment 

to  the  Government. 

Dec  2002  (c)  if  the  presentation  is  made  on  a  public  occasion  without 

previous  warning,  then  the  gift  should  be  accepted  and  the 
officer  should  subsequently  seek  instructions  from  his 
Permanent  Secretary/  Head  of  Department  as  to  whether  or  not 
he  may  retain  the  gift  or,  in  the  case  of  an  officer  who  is  a 
Permanent  Secretary/Head  of  Department,  from  the  Secretary 
for  the  Civil  Service. 

Dec  2002  (5)  Repealed. 

449  -  450 

INCREMENTS 

Oct  2000  45 1  Grant  of  increments 

(1)  An  officer  may  be  granted  an  increment  only  if  his/her  performance 
at  work  (including  conduct,  diligence  and  efficiency)  have  been 
satisfactory  during  the  appraisal  period. 

(2)  Periods  of  stoppage  or  deferment  of  increment  may  not  include  any 
time  during  which  the  officer  will  be  on  vacation  leave  and  therefore 
unable  to  show  such  improvement. 

Oct  2000  452  Stoppage  and  deferment  of  increment 

(1)  If  Departmental  or  General  Grade  Authorities  do  not  certify  that  an 
officer’s  performance  have  been  satisfactory  for  the  grant  of  an 
increment  under  CSR  451,  his  increment  must  be  stopped  for  a 
specified  period  of  not  less  than  three  or  more  than  six  months.  The 
officer  must  be  advised  in  writing  of  the  grounds  for  this  decision 
and  that  unless  a  marked  improvement  is  shown  this  stoppage  will 
lead  to  deferment  of  increment. 

(2)  Stoppage  means  that  an  officer  receives  no  increment  until  the 
Departmental  or  General  Grade  authority  is  satisfied  that  his 
performance  is  satisfactory;  he  then  receives  his  increment  with 
effect  from  the  date  specified  by  the  Departmental  or  General  Grade 
authority.  Incremental  date  (i.e.  the  date  on  which  he  is  eligible  to 
receive  the  next  further  increment)  remains  unchanged. 

(3)  If  at  the  end  of  the  specified  period  of  stoppage  the  Departmental  or 
General  Grade  authority  is  still  unable  to  award  the  increment  to  the 
officer,  he  should  convert  the  stoppage  to  deferment  with 
retrospective  effect,  impose  a  further  deferment  for  a  specified  period 
of  not  less  than  three  nor  more  than  six  months,  and  inform  the 
officer  in  writing. 


Amendment  No.  56(d)/2002 
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Feb  2002 


Feb  2002 


Feb  2002 


Feb  2002 


(4)  Deferment  is  similar  to  stoppage  in  that  an  officer  receives  no 
increment,  but  carries  the  additional  penalty  that  the  incremental  date 
is  permanently  adjusted  to  the  date  specified  by  the  Departmental  or 
General  Grade  authority,  and  the  officer  loses  seniority  to  the  extent 
of  the  period  during  which  the  increment  has  been  deferred. 

(5)  For  officers  with  persistent  sub-standard  performance  of  duties, 
HoDs/HoGs  are  expected  to  deal  with  them  in  accordance  with 
prevailing  practice  on  handling  persistent  sub-standard  performance. 

(6)  In  cases  affecting  officers  in  General  Grades,  Departments  should 
consult  the  Head  of  Grade  before  deciding  to  stop  or  defer  an 
increment.  In  such  cases  the  Head  of  Grade  with  his  knowledge  of 
the  officer’s  previous  record  in  other  departments,  should  be  able  to 
assist  in  decision  by  ensuring  fairness  of  the  reporting  standard.  In 
case  of  departmental  grades,  the  Head  of  Department  should  also 
make  reference  to  the  officer’s  previous  performance  records  to 
ensure  fairness. 

(7)  In  all  cases  Departmental  or  General  Grade  authorities  must  inform 
an  officer  in  writing  of  the  reasons  why  the  increment  has  been 
stopped  or  deferred. 

(8)  Repealed. 

453  -  454 

INSOLVENCY  AND  BANKRUPTCY 

455  Serious  pecuniary  embarrassment  of  an  officer  which  results  in 
impairment  of  his  performance  or  efficiency,  or  misconduct  (e.g.  obtaining 
unauthorised  loans,  undertaking  unauthorised  paid  outside  work)  may 
form  the  basis  of  administrative  action  (which  may  range  from 
stoppage/deferment  of  increment  to  retirement  in  the  public  interest)  or 
disciplinary  proceedings  where  appropriate. 

456  Permanent  Secretaries/Heads  of  Department  are  responsible  for 
monitoring  and  reporting  to  the  Civil  Service  Bureau  any  case  in  which  it 
appears  or  is  confirmed  that  an  officer  is  suffering  from  serious  pecuniary 
embarrassment. 

457  If  proceedings  are  taken  against  an  officer  with  a  view  to  bankruptcy,  he 
must  notify  his  Permanent  Secretary/Head  of  Department  forthwith. 
Failure  to  do  so  renders  the  officer  liable  to  disciplinary  proceedings.  The 
Permanent  Secretary/Head  of  Department  must  inform  the  Civil  Service 
Bureau  immediately  of  any  notification  received  under  this  Regulation. 

458  An  officer  who  becomes  insolvent  or  bankrupt,  even  though  no 
proceedings  have  been  taken  against  him  yet,  is  required  to  submit  at  the 
earliest  possible  moment  a  complete  statement  of  the  facts  of  his  case  to 
his  Permanent  Secretary/Head  of  Department,  for  transmission  to  the  Civil 
Service  Bureau.  As  a  general  rule,  an  officer  who  is  insolvent  or  bankrupt 
should  not  be  employed  to  take  up  duties  which  involve  the  handling  of 
public  money  or  sensitive  information,  or  are  corruption  prone. 


Amendment  No.  7(a)/2002 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Feb  2002  459  The  Official  Receiver  will  report  to  the  Civil  Service  Bureau,  with  a  copy 

to  the  relevant  bureau/department,  every  case  of  a  public  officer  against 
whom  any  bankruptcy  proceedings  are  being  taken. 

460 


INVESTMENTS 

General  Principles 

461  (1)  An  officer  is  free  to  make  any  private  investments  subject  to  the 

provisions  of  these  regulations.  He/She  must  take  due  care  to  avoid 
taking  investment  risks  beyond  his/her  financial  means. 

(2)  An  officer  is  required  to  uphold  the  honesty  and  impartiality  of  the 
civil  service  and  to  observe  an  exemplary  standard  of  personal 
integrity  in  making  private  investments. 

(3)  An  officer  must  not  use  confidential  or  unpublished  information 
obtained  in  his/her  official  capacity  to  profit  financially.  He/She  must 
not  disclose  to  anyone  who  does  not  have  an  official  need  to  know 
such  information  from  which  he/she  and  others  can  profit  financially. 

Conflict  of  Interest  with  Private  Investments 

462  (1)  An  officer  should  consider  carefully  before  making  any  investment 

whether  this  could  lead  to  a  real  or  apparent  conflict  of  interest  with 
his/her  official  duties. 

(2)  It  will  be  deemed  a  conflict  of  interest  between  an  officer’s  official 
duties  and  his/her  investments,  including  acquisitions  and  disposals, 
if  he/she  could  profit  financially  as  a  result  of  the  information 
obtained  in  his/her  official  capacity.  In  case  of  doubt,  an  officer 
should  consult  his/her  Permanent  Secretary  or  Head  of  Department. 

(3)  An  officer  must  report  to  his/her  Permanent  Secretary  or  Head  of 
Department  if  he/she  is  called  upon  to  deal  with  any  matter  which 
affects  his/her  investments  or  those  of  his/her  spouse  or  those  of  any 
dependent  person  or  those  of  an  individual  or  company  acting  on 
his/her  behalf.  Another  officer  will  normally  be  assigned  to  deal  with 
the  matter. 


Amendment  No.  7(b)/2002 
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Dec. 2006 


(4)  An  officer  should  report  to  his/her  Permanent  Secretary  or  Head  of 
Department  if  he/she  makes  any  investment  or  undertakes  business 
activity  with  members  of  public  or  private  bodies,  including  the 
Legislative  Council  or  District  Councils  of  the  HKSAR,  with  which 
he/she  has  official  dealings. 


Declaration  of  Investments 

463  (1)  In  the  context  of  these  regulations,  the  “investments”  for  declaration 

and  reporting 

(a)  include  any  investment,  shareholding  or  direct  or  indirect 
interest  in  any  company  or  undertaking  (including  company 
directorship),  and  any  interest  in  land  or  buildings  (including 
self-occupied  property)  in  Hong  Kong  and/or  in  places  outside 
Hong  Kong; 

(b)  include  but  are  not  limited  to  - 

(i)  securities  listed  on  the  Stock  Exchange  of  Hong  Kong; 

(ii)  futures  and  options  contracts  and  other  products  traded  on 
the  Hong  Kong  Futures  Exchange; 

(iii)  Tracker  Fund  of  Hong  Kong; 

(iv)  The  Link  Real  Estate  Investment  Trust;  and 

(v)  any  investment  listed  above  which  belongs  to  an  officer 
but  is  held  in  the  name  of  his/her  spouse  or  of  any  other 
person  or  agent  or  company  acting  on  his/her  behalf, 

(c)  but,  subject  to  CSR  464(a),  exclude  - 

(i)  unit  trusts,  mutual  funds  and  life  insurance  policies; 

(ii)  bank  deposits  (irrespective  of  currencies)  and  currency 
transactions; 

(iii)  government  bills  and  notes  and  multilateral  agency  debt 
instruments;  and 

(iv)  any  investment  held  by  an  officer  as  a  trustee  or  for 
charitable  purposes  where  the  officer  has  no  beneficiary 
interest. 

(2)  For  investments  not  specified  above,  an  officer  should  consult  his/her 
Permanent  Secretary/Head  of  Department  on  whether  such 
investments  should  be  declared. 


Amendment  No.  74/2006 
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(3)  If  it  appears  that  there  is  or  may  be  a  conflict  of  interest  between  an 
officer's  investments  and  official  duties,  the  Permanent  Secretary  or 
Head  of  Department  concerned  should  consider  whether  the  officer 
should  be  required  to  divest  himself/herself  of  any  or  some  of  the 
investments,  refrain  from  acquiring  or  disposing  of  the  investments  or 
place  the  investments  in  a  blind  trust.  In  case  of  doubt,  the  advice  of 
the  Secretary  for  the  Civil  Service  may  be  sought. 

464  An  officer  may  be  required  during  a  posting  to  - 

(a)  declare  his/her  investments  under  CSR  463(l)(a)  and  (b),  and  other 
investments  to  be  specified  from  a  current  date  and  thereafter  on  a 
regular  basis; 

(b)  comply  with  additional  instructions  relating  to  his/her  investments  in 
Hong  Kong  and/or  in  places  outside  Hong  Kong  by  the  Chief 
Secretary  for  Administration,  the  Secretary  for  the  Civil  Service  or 
his/her  Permanent  Secretary/Head  of  Department; 

(c)  divest  himself/herself  of  any  or  some  of  his/her  investments,  or  place 
the  investments  in  a  blind  trust; 

(d)  refrain  from  acquiring  or  disposing  of  any  or  some  of  his/her 
investments;  and 

(e)  report  all  investment  transactions  (acquisitions  and  disposals) 
involving  a  certain  value  per  transaction. 


Classification  of  Civil  Service  Posts 

465  For  the  purpose  of  CSR  464,  civil  service  posts  requiring  declaration  will 
be  classified  into  two  Tiers  according  to  their  risk  of  exposure  to  potential 
conflict  of  interest  situations. 


Disciplinary  Action 

466  An  officer  who  fails  to  observe  any  of  the  regulations  on  Investments 
renders  himself/herself  liable  to  disciplinary  proceedings,  and  may  in 
addition  be  required  to  divest  himself/herself  of  any  or  some  of  the 
investments,  refrain  from  acquiring  or  disposing  of  the  investments  or 
place  the  investments  in  a  blind  trust. 

467 


Amendment  No.  8(c)/98 
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May  94 

Oct  92 

Dec  2009 
Oct  92 


Oct  92 


LEAVING  HONG  KONG 


468  (1)  General  permission  is  given  to  all  officers  to  leave  Hong  Kong  for 

private  visits  except  those  who  have  been  notified  personally  by  the 
Secretary  for  Security  or  their  Head  of  Department/Grade. 

(2)  Notwithstanding  the  grant  of  general  permission,  Heads  of 
Departments/Grades  may,  for  operational  or  other  reasons,  require 
certain  classes  of  officers  to  give  prior  notification  of  information 
relating  to  their  intended  visit  before  departure  from  Hong  Kong. 

(3)  (Deleted) 

(4)  The  general  permission  given  in  CSR  468  is  subject  to  restrictions 
imposed  from  time  to  time  on  visits  to  certain  countries  and  on  travel 
by  ships  and  aircraft  of  some  countries,  whether  these  visits  are  made 
direct  from  Hong  Kong  or  whilst  on  duty  or  leave  outside  Hong 
Kong.  These  restrictions  are  usually  notified  by  way  of  Confidential 
Circular  issued  by  the  Secretary  for  Security. 


(5)  For  official  visits  to  foreign  countries,  the  restrictions  imposed  by  the 
relevant  Security  Bureau  Circular  are  to  be  observed.  Officers  should 
consult  their  Departmental  Secretaries  if  in  doubt. 


Amendment  No.  37/2009 
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469  -  470 


EVIDENCE  IN  COURT 

471  For  the  purposes  of  Civil  Service  Regulations  472-474  which  deal  with 
evidence  in  court  and  retention  of  fees  for  so  doing: 

(a)  “evidence”  includes  oral  evidence  and  evidence  by  affidavit  and 
affirmation; 

(b)  "court"  is  as  defined  in  the  Evidence  Ordinance  (Cap.  8); 

(c)  an  officer  is  an  "expert  witness"  when  his  evidence  is  in  respect  of 
matters  in  which,  by  virtue  of  his  qualifications  and  experience,  he  is 
regarded  as  an  expert; 

472  An  officer  who  is  subpoenaed  to  give  evidence  in  court  must  obey  the 
subpoena  and  need  not  seek  permission  to  do  so.  However  he  should 
advise  his  head  of  department. 

473  (1)  An  officer  requested  to  give  evidence  on  a  subject  not  related  to  his 

public  duties,  and  not  as  an  expert  or  character  witness,  may  do  so 
without  permission  and  may  retain  any  fees  received.  He  must  take 
leave  for  the  purpose  if  the  evidence  is  to  be  given  during  working 
hours. 

(2)  An  officer  requested  to  give  evidence  on  a  subject  not  related  to  his 
public  duties,  but  as  an  expert  witness,  must  obtain  permission  to  do 
so  from  his  head  of  department. 


DCH30002 


Amendment  No.  32a/94 
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Dec.  97 


473  (3)  An  officer  who  is  requested  or  subpoenaed  to  give  evidence  related 

(Corn'd)  to  his  public  duties  must  consult  his  head  of  department  who  will 
consider  whether  privilege  of  the  Government  of  the  Hong  Kong 
Special  Administrative  Region  should  be  claimed.  If  privilege  of  the 
Government  of  the  Hong  Kong  Special  Administrative  Region  may 
be  involved  the  case  must  be  referred  by  the  head  of  department  to 
the  Law  Officer  (Civil  Law)  and  the  Chief  Secretary  for 
Administration  in  accordance  with  General  Regulations  485  -  494. 

(4)  An  officer  who  is  requested  to  give  character  evidence  (whether  on 
behalf  of  a  public  servant  or  anyone  else)  must  obtain  permission  to 
do  so  from  his  head  of  department.  In  cases  involving  corruption,  or 
where  the  defendant  is  a  public  servant  charged  with  an  offence 
connected  with  his  official  duties,  the  attention  of  the  officer  who 
seeks  to  be  a  character  witness  should  be  drawn  to  the  risk  that  the 
public  may  gain  an  impression  that  the  character  witness  is  himself  in 
some  way  corrupt  or  that  he,  his  department,  or  even  Government, 
either  supports  the  defendant  or  condones  his  offence.  Whenever  an 
officer  gives  character  evidence  in  court,  whether  with  his  head  of 
department’s  permission  or  in  response  to  a  subpoena,  he  should,  if 
possible,  preface  his  evidence  with  the  following  statement : 

"I  wish  to  make  it  clear  that  I  am  appearing  before  this 
court  in  my  capacity  as  a  private  citizen,  not  as  a  public 
servant,  and  that  whatever  I  may  say  in  no  way 
represents  the  views  of  the  Government  of  the  Hong 
Kong  Special  Administrative  Region." 


(5)  An  officer  who  pleads  guilty  to,  or  is  found  guilty  of,  a  criminal 
offence  may  request  that  another  officer  attend  at  Court  to  give 
evidence  of  his  career  and  character,  as  contained  in  his  staff 
reports.  Such  a  request  should  be  addressed  to  the  officer's  head  of 
department,  or  head  of  grade  in  the  case  of  a  general  grade  officer, 
who  will  direct  which  officer  is  to  attend  at  court.  This  officer,  who 
should  not  know  the  defendant  well,  will  prepare  a  summary  of  the 
staff  reports  for  the  head  of  department's  approval  before  attending 
and,  when  giving  evidence,  should  confine  himself  to  the  contents  of 
the  approved  summary. 


Amendment  No.  44/97 
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Mar  94 


Mar  94 


474  An  officer  who  gives  evidence  in  court  in  any  of  the  circumstances 
described  in  CSR  473(2)  -  (5): 

(a)  may  be  granted  time  off  for  the  purpose  if  the  evidence  is  to  be  given 
during  working  hours; 

(b)  must  pay  to  the  Treasury  all  fees  received  in  respect  of  his  evidence. 
Only  in  exceptional  circumstances,  and  when  approval  has  been 
obtained  from  his  Head  of  Department,  will  the  officer  be  permitted 
to  retain  any  part  of  them. 


EVIDENCE  IN  COURT  OUTSIDE  HONG  KONG 

475  (1)  From  time  to  time  requests  may  be  received  from  other  governments 

or  from  private  firms  requesting  the  Government  of  the  HKSAR  to 
send  an  officer  to  give  evidence  in  a  court  outside  Hong  Kong  on  a 
subject  related  to  his  official  duties  or  as  an  expert  witness.  Officers 
who  are  given  permission  to  attend  courts  outside  Hong  Kong  are 
regarded  as  on  duty  during  the  period  of  attendance.  They  are 
allowed  to  accept  any  passage,  accommodation  and  subsistence 
allowance  offered  by  the  requesting  body  but  they  must  pay  to  the 
Treasury  any  fees  received  as  a  result  of  their  giving  evidence.  If  the 
requesting  body  is  a  private  firm,  it  will  be  required  to  reimburse  the 
Government  of  the  HKSAR  an  amount  of  money  equivalent  to  the 
officer's  salary  plus  staff-on-costs  covering  his  period  of  absence.  For 
an  officer  other  than  a  Head  of  Department,  permission  under  this 
paragraph  may  be  given  by  his  Head  of  Department  if  the  requesting 
body  is  a  foreign  government.  The  Secretary  for  the  Civil  Service  is 
the  approving  authority  in  respect  of  other  cases. 

(2)  An  officer  requested  to  give  evidence  in  a  court  outside  Hong  Kong 
on  a  subject  not  related  to  his  official  duties  and  not  as  an  expert 
witness  must  seek  permission  under  Regulation  551  or  559. 


DCH30002 


Amendment  No.  32c/94 
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Jan  99 


Jan  99 


INSTITUTION  OF  PROCEEDINGS  FOR  LIBEL  OR  SLANDER 


476  Officers  may  institute  legal  proceedings  for  defamation  in  connection  with 
matters  arising  out  of  their  official  duties.  They  are  required  to  notify  the 
Secretary  for  the  Civil  Service  beforehand  and  must  seek  prior  permission 
from  the  Secretary  for  the  Civil  Service  for  the  use  of  any  Government 
information  and  the  involvement  of  other  officers  to  give  evidence  in  the 
legal  proceedings.  Request  addressed  to  the  Secretary  for  the  Civil  Service 
should  include  copies  of  the  defamatory  material,  a  detailed  refutation  and 
explanation  of  the  statement  complained  of,  and  details  of  any  relationship 
between  the  maker  of  the  statement  and  the  officer.  Officers  instituting 
legal  proceedings  for  defamation  should  observe  that  the  proposed  legal 
action  should  not  bring  the  Government  service  into  disrepute  under  CSR 
410. 


LEGAL  ASSISTANCE  FOR  CIVIL  SERVANTS 


477  (1)  Criminal  proceedings  :  road  traffic  offences 

Government  will  provide  legal  assistance  in  certain  circumstances  to 
officers  charged  with  offences  under  the  Road  Traffic  Ordinance 
committed  whilst  on  duty.  In  general,  assistance  will  be  provided 
only  : 

(a)  where  Government  has  a  substantial  financial  interest  in  the 
outcome  of  subsequent  proceedings  connected  with  the  incident 
giving  rise  to  the  criminal  proceedings,  e.g.  where  it  is  likely 
that  a  civil  action  for  damages  may  be  brought  against 
Government  or,  if  brought  against  the  defendant,  it  would  be 
reasonable  for  Government  to  accept  liability  for  the  amount  of 
any  damages  awarded  against  the  defendant;  or 

(b)  if  the  criminal  proceedings  arise  out  of  a  fault  in  the 
maintenance  or  equipment  of  a  Government  vehicle;  or 

(c)  in  exceptional  cases  where  the  alleged  offence  has  been 
committed  on  duty  and  the  Secretary  for  the  Civil  Service  is 
satisfied  that  the  circumstances  are  such  that  Government  ought 
to  accept  responsibility  for  providing  representation  at 
Government  expense.  The  existence  or  non-existence  of  a  good 
defence  in  such  cases  is  immaterial. 


Amendment  No.  l(a)/99 
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Jan  99 


All  (2)  Criminal  proceedings:  other  offences 

(a)  In  the  case  of  criminal  offences  other  than  road  traffic  or 
corruption  or  corruption-related  offences,  legal  representation 
may  be  provided  where  the  Secretary  for  the  Civil  Service  is 
satisfied  that  the  accused  was  acting  in  the  course  of  his  duty 
when  the  alleged  offence  was  committed.  In  determining 
whether  an  officer  was  acting  in  the  course  of  his  duty,  account 
will  be  taken  of  whether  the  alleged  offence  was  an  act  directly 
related  to  or  normally  required  of  the  officer  by  his  duties. 

(b)  Legal  assistance  will  not  be  provided  to  officers  charged  with 
corruption  or  corruption-related  offences. 

(3)  Reimbursement  of  legal  costs  already  incurred 

Applications  for  reimbursement  of  legal  costs  already  incurred  will 
not  be  considered,  except  in  very  exceptional  circumstances  such  as 
when  it  becomes  clear  during  the  proceedings  that  the  officer 
concerned  has  been  falsely  accused. 

(4)  Civil  actions 

(a)  When  an  officer  is  served  with  a  writ,  or  receives  a  letter 
threatening  civil  proceedings  in  relation  to  any  matters  arising 
out  of  his  employment  or  official  duties,  he  must  immediately 
inform  his  Head  of  Department,  who  must  seek  the  advice  of  the 
Secretary  for  Justice  on  the  officer’s  and  Government’s  position. 
The  officer  should  retain  a  copy  of  the  writ  or  letter,  and  send 
the  original  through  his  Head  of  Department  to  the  Secretary  for 
Justice,  to  arrive  not  later  than  48  hours  after  the  date  of  service. 
Thereafter  all  other  information  relating  to  the  subject  matter  of 
the  writ  should  be  sent  to  the  Secretary  for  Justice  without 
delay. 

(b)  If  civil  proceedings  are  brought  against  an  officer  and  the 
Secretary  for  the  Civil  Service,  after  consultation  with  the 
Secretary  for  Justice,  is  satisfied  that  the  act  which  is  the  subject 
of  the  proceedings  was  performed  in  good  faith  in  the  course  of 
his  duty,  he  may  be  given  legal  representation  at  public  expense. 

(c)  An  undertaking  by  Government  to  assist  in  an  officer's  defence 
in  no  way  commits  Government  to  meet  the  cost  of  damages 
awarded  against  the  officer.  Government  might  assist  in  this 
way  after  the  court  proceedings  were  completed  when  all  the 
facts  were  available;  each  case  would  be  examined  on  its  merits 
by  the  Secretary  for  Financial  Services  and  the  Treasury. 


Amendment  No.  l(b)/99 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Jan  99 


All  (5)  Proceedings  by  civil  servants 

It  is  open  to  an  officer  injured  by  the  wrongful  act  of  a  third  party  to 
institute  proceedings  against  the  third  party.  He  may  be  given  legal 
assistance  if  the  Secretary  for  the  Civil  Service,  after  consultation 
with  the  Secretary  for  Justice,  decides  that  the  facts  warrant  such 
assistance. 

(6)  Coroner's  inquiries,  Commissions  of  Inquiry,  Marine  Courts  and 
other  formal  inquiries 

(a)  In  certain  circumstances,  Government  may  provide  legal 
representation  to  officers  involved  in  Coroner's  inquiries, 
Commissions  of  Inquiry,  Marine  Courts  appointed  under  s.  52 
of  the  Merchant  Shipping  Ordinance  (Cap.  281)  or  any  other 
such  formal  Inquiry. 

(b)  Each  case  will  be  considered  on  its  merits  by  the  Secretary  for 
the  Civil  Service  but  in  general,  assistance  will  be  provided 
only  - 

(i)  if  the  matter  which  is  the  subject  of  the  Inquiry  arises  out 
of  or  in  the  course  of  the  performance  by  the  officer  of  his 
official  duties;  or 

(ii)  where  Government  has  a  substantial  financial  interest  in 
the  outcome  of  subsequent  proceedings  connected  with  the 
matter  which  is  the  subject  of  the  Inquiry. 

(7)  Guidelines  on  application,  operation  and  terms  of  approval 

(a)  Officers  should  submit  their  applications  to  the  Secretary  for  the 
Civil  Service  through  their  Heads  of  Department.  Departments 
are  asked  to  submit  full  details  of  each  case,  including  all 
documents  and  statements  relating  to  the  alleged  offence,  to  the 
Secretary  for  the  Civil  Service  and  copied  to  the  Secretary  for 
Justice.  Departments  are  required  to  make  a  specific 

recommendation  on  whether  legal  assistance  should  be  given 
with  justifications.  For  example,  in  the  case  of  a  road  traffic 
offence,  the  departmental  recommendations  should  be  supported 
by  comments  on  the  officer's  driving  record  and  the  nature  of 
the  duty  he  was  carrying  out,  and  an  opinion  on  his 
responsibility  for  the  accident.  Each  case  will  be  considered  on 
its  merits  by  the  Secretary  for  the  Civil  Service  and  in  the  light 
of  legal  advice. 


Amendment  No.  l(c)/99 
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Nov  2002 


477  (7)  (b)  If  it  is  decided  that  legal  representation  should  be  provided  to  an 

officer  under  CSR  477,  the  Secretary  for  the  Civil  Service  may 
authorize  the  Secretary  for  Justice  or  the  Director  of  Legal  Aid 
or  other  appropriate  measures  to  appoint  a  solicitor  and/or 
counsel  to  represent  the  officer  respectively  in  civil  and  criminal 
cases,  for  whose  services  Government  will  pay.  Thereafter  the 
officer  should  approach  the  Secretary  for  Justice  or  the  Director 
of  Legal  Aid  or  the  appointed  solicitor  and/or  counsel  as 
appropriate  for  further  consultation  and  preparations  for  the 
proceedings. 

(c)  An  officer  who  has  been  granted  legal  representation  may  not 
change  solicitor  and/or  counsel  without  the  prior  approval  of  the 
Secretary  for  Justice  or  Director  of  Legal  Aid  as  the  case  may 
be.  Failure  to  consult  the  Secretary  for  Justice  or  the  Director  of 
Legal  Aid  on  a  change  of  solicitor  and/or  counsel  will  render  the 
officer  ineligible  for  legal  assistance  and  the  officer  will  also  be 
required  to  pay  the  expenses  of  the  solicitor  and/or  counsel 
appointed  by  the  Secretary  for  Justice  or  the  Director  of  Legal 
Aid. 

(d)  An  officer  who  has  been  granted  legal  assistance  and  has 
subsequently  been  awarded  costs  is  required  to  refund  to 
Government  all  or  part  of  the  costs  awarded  to  offset  the  legal 
expenses  incurred  by  Government.  Where  Government  Counsel 
has  been  assigned  to  represent  the  officer,  the  expenses  to  be 
recovered  will  be  the  full  staff  cost  including  salaries  and  the 
related  staff  on-costs,  to  be  determined  by  the  Secretary  for  the 
Civil  Service  in  consultation  with  the  Director  of  Accounting 
Services.  Government  will  not  seek  a  refund  of  expenses  from 
any  damages  awarded  to  an  officer. 

478  -  479 

LENDING  MONEY  AT  INTEREST 

480  No  officer  is  permitted  without  consent  being  obtained  from  his  Permanent 
Secretary/Head  of  Department  to  lend  money  at  interest  or  in  return  for 
payment  of  a  larger  sum  or  on  any  other  valuable  consideration  whatsoever 
to  any  person  who  works  in  the  same  bureau/department  as  the  officer,  or 
has  official  dealings  with  the  officer  which  may  give  rise  to  conflict  of 
interest.  This  prohibition  does  not  apply  to  approved  Credit  Union 
activities.  An  officer  shall  be  liable  to  disciplinary  action  if  his  money 
lending  activity  gives  rise  to  conflict  of  interest  or  causes  embarrassment  to 
the  Government. 


Amendment  No.  39/2002 
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Feb  2002 


Feb  2002 


Feb  2002 


Feb  2002 


ACTING  ON  BEHALF  OF  A  MONEY-LENDER 

481  (1)  An  officer  shall  be  liable  to  disciplinary  action  if  he  acts  on  behalf  of 

any  commercial  money-lender  or  financial  institution  in  any  capacity 
whatsoever,  paid  or  unpaid,  without  observing  CSRs  550  to  559  or  if 
his  involvement  in  the  money  lending  activity  gives  rise  to  conflict  of 
interest  or  causes  embarrassment  to  the  Government. 

(2)  An  officer  whose  duties  bring  him  into  contact  or  require  him  to  have 
transactions  with  any  commercial  money-lender  or  financial 
institution  in  his  official  capacity  shall  not  be  regarded  as  acting  on 
behalf  of  the  money-lender  or  financial  institution  in  question  so  far 
as  the  said  official  contact  or  transactions  are  concerned  for  the 
purpose  of  paragraph  (1). 


BORROWING  MONEY  AT  INTEREST 


482  (1)  Subject  to  sub-paragraph  (2),  where  an  officer  accepts  any  loan  of 

money  or  incur  any  debt  in  respect  of  which  he  is  liable  to  - 

(a)  pay  any  interest; 

(b)  repay  a  sum  larger  than  the  loan  or  debt;  or 

(c)  provide  any  other  valuable  consideration  whatsoever, 

he  shall  be  liable  to  disciplinary  action  or  criminal  proceedings  unless 
he  has  the  necessary  permission. 

(2)  An  officer  is  permitted  to  obtain  any  loan  of  money  (whether  at 
interest  or  not)  from  sources  and  in  circumstances  covered  by  the 
general  permission  that  has  been  given  under  the  Acceptance  of 
Advantages  (Chief  Executive's  Permission)  Notice.  Examples  of 
such  sources  of  loan  include  the  following  - 

(a)  A  loan  from  relations,  close  personal  friends  or  other  persons  as 
specified  in  the  Notice; 

(b)  A  loan  from 

(i)  a  licensed  money-lender; 

(ii)  a  licensed  bank; 

(iii)  a  registered  co-operative  society; 

(iv)  a  registered  credit  union; 

(v)  a  registered  trade  union; 

(vi)  a  licensed  pawn-broker; 

(vii)  an  insurance  company; 

(viii)  a  superannuation  and  provident  fund;  and 
(ix)  the  Hong  Kong  SAR  Government. 


Amendment  No.  8(b)/2002 
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(c)  A  loan  made  by  a  registered  company  under  a  bona-fide  credit- 
card  scheme  operated  by  the  company  to  any  holder  of  a  credit- 
card  issued  to  him  under  that  scheme; 

(d)  A  loan  made  bona  fide  for  the  purchase  of  immovable  property 
on  the  security  of  a  mortgage  of  that  property; 

(e)  A  loan  regulated  by  any  ordinance  relating  to  hire-purchase 
transactions; 

(f)  A  loan  made  by  any  statutory  body  under  any  power  conferred 
by  law  in  that  behalf;  and 

(g)  A  loan  from  any  chit-fund  operated  under  the  Chit-Fund 
Businesses  (Prohibition)  Ordinance  (Cap.  262). 

Otherwise,  the  officer  has  to  obtain  special  permission  under 
paragraph  8  of  the  Notice. 

(3)  An  officer  on  first  appointment  is  required  to  report  to  his  Permanent 
Secretary/Head  of  Department  and  to  seek  special  permission  within 
two  months  of  appointment  for  any  outstanding  loans  of  money  and 
debts  for  which  general  permission  under  the  Notice  has  not  been 
given.  Permanent  Secretaries/Heads  of  Department  are  responsible 
for  ensuring  that  all  newly  appointed  officers  are  asked  to  report  such 
loans  and  debts. 

(4)  Repealed. 

USE  OF  SUBORDINATES  AS  GUARANTORS 

483  Unless  prior  permission  has  been  obtained  from  the  Permanent 
Secretary/Head  of  Department,  an  officer  shall  be  liable  to  disciplinary 
action  if  he  uses  a  subordinate  or  a  junior  officer  of  the  same  grade  or 
working  in  the  same  bureau/department  as  a  guarantor  for  a  loan  or  hire 
purchase  agreement.  He  shall  also  be  so  liable  if  he  acts  as  a  guarantor  for  a 
superior  or  senior  officer  of  the  same  grade  or  working  in  the  same 
bureau/dep  artment . 

484 


Amendment  No.  8(c)/2002 
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MEDICAL  EXAMINATION 

Nov.  2002  485  An  officer  shall,  if  called  upon  by  the  Secretary  for  the  Civil  Service/Head 

of  Department  to  do  so,  submit  to  examination  by  such  medical  officer  as 
the  Secretary  for  the  Civil  Service/Head  of  Department  may  designate  for 
the  purpose. 

REPRESENTATION  TO  THE  CHIEF  EXECUTIVE 

Dec.  97  486  Every  officer  who  has  any  representations  of  a  public  or  private  nature  to 

make  to  the  Government  should  address  them  to  the  Chief  Executive.  The 
duty  of  the  Chief  Executive  is  to  consider  and  act  upon  each  representation 
as  public  expediency  and  justice  to  the  individual  may  require. 

Dec.  97  487  -  492 

REPRESENTATIONS  TO  THE  PUBLIC  SERVICE  COMMISSION 

Dec.  97  493  (1)  An  officer  may  make  direct  representations  to  the  Public  Service 

Commission;  these  must  be  in  writing  and  must  be  confined  to 
matters  - 

(a)  which  fall  within  the  Commission’s  statutory  purview  under  the 
Public  Service  Commission  Ordinance,  Cap.  93;  and 

(b)  in  which  the  officer  has  a  direct  and  definable  interest. 

(2)  It  will  not  be  necessary  for  an  officer  to  make  such  representations 
through  the  Head  of  his  Department  or  to  supply  the  department  or 
the  Government  Secretariat  with  a  copy  of  the  submission,  although 
this  may  be  done  if  the  officer  so  wishes  and  in  urgent  matters  it  may 
save  time  to  do  so. 

(3)  Normally  the  first  action  taken  on  receipt  of  representations  will  be 
to  consult  with  the  Government  about  the  matter  raised.  If 
representations  prove  on  examination  to  deal  with  matters  falling 
outside  the  Commission’s  purview,  they  will  be  forwarded  to  the 
Government  for  such  action  as  the  Government  may  consider 
necessary. 

(4)  Representations  made  under  this  Regulation  should  be  addressed  to 
the  Secretary  of  the  Commission. 

494 


Amendment  No.  25/2002 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


PATENTS  FOR  INVENTIONS  BY  GOVERNMENT  OFFICERS 


Dec.  97  495  Any  Government  officer  who  has  made  an  invention 


(a)  may,  at  his  own  expense,  and 

(b)  shall,  at  the  expense  of  the  government  if  so  required  by  the  Chief 
Executive,  lodge  an  application  for  provisional  protection  with  the 
Registrar  of  any  of  the  designated  patent  offices  as  specified  by  the 
Patents  Ordinance  or  the  Registrar  of  Patents  in  Hong  Kong,  as 
appropriate,  and  shall  at  the  same  time  send  a  copy  of  the 
application  to  the  Chief  Executive  through  his  Department.  The 
Chief  Executive  shall  decide  as  expeditiously  as  possible  whether 
the  invention  shall  be  regarded  as  secret,  and  his  decision  shall  be 
forthwith  communicated  to  the  officer's  Department  for  the 
information  of  the  officer. 


Dec.  97  496  (1)  As  soon  as  practicable,  the  Chief  Executive  shall  decide  whether  the 

officer  shall  or  shall  not  be  allowed  controlling  rights  in  the  patents, 
and  his  decision  shall  be  communicated  to  the  officer's  Department 
for  the  information  of  the  officer. 


(2)  Pending  the  decision  of  the  Chief  Executive  as  to  such  controlling 
rights,  all  rights  in  the  invention  shall  be  deemed  to  belong  to  and  to 
be  held  in  trust  for  the  Government. 


Dec.  97  497  If  the  Chief  Executive  decides  that  the  officer  shall  be  allowed  controlling 

rights  in  the  patent,  the  following  provision  shall  apply:  - 

(a)  The  officer  shall,  subject  to  the  provisions  of  Regulation  495,  be 
responsible  for  all  expenditure  in  taking  out  the  patent. 

(b)  The  Chief  Executive  may  attach  to  his  decision  such  conditions  as  he 
may  think  fit  and,  in  particular,  may  reserve  to  the  Government  a 
right  of  user  of  the  invention  free  of  royalty,  or  a  right  to  a  share  of 
any  commercial  proceeds,  or  both  such  rights. 

(c)  The  officer  may,  whether  any  rights  are  reserved  under  paragraph  (b) 
of  this  Regulation  or  not,  apply  to  the  Awards  Committee  as 
constituted  under  Regulation  501  (hereinafter  referred  to  as  “the 
Committee”)  through  his  Department  for  an  award  in  respect  of  his 
invention. 


Amendment  No.  45(b)/97 
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Dec.  97 


Dec.  97 


Dec.  97 


497  (d)  The  question  of  whether  an  award  shall  be  made,  the  amount  thereof, 

(Corn'd)  and,  if  a  share  of  commercial  proceeds  is  reserved  to  the 

Government,  the  amount  of  such  share  shall  be  determined  by  the 
Chief  Executive  after  investigation  by  the  Committee. 

498  If  the  Chief  Executive  decides  that  the  officer  shall  not  be  allowed 
controlling  rights  in  the  patent  the  following  provisions  shall  apply:  - 

(a)  The  officer  shall  assign  all  his  rights  in  the  invention  to  the 
Government. 

(b)  The  Government  shall  be  responsible  for  all  expenditure  in  taking  out 
the  patent. 

(c)  The  Chief  Executive  shall  decide  whether  the  officer  shall  or  shall 
not  be  allowed  a  share  of  any  commercial  proceeds. 

(d)  The  officer  may,  whether  he  is  allowed  a  share  in  the  commercial 
proceeds  or  not,  apply  to  the  Committee  through  his  Department  for 
an  award  in  respect  of  his  invention. 

(e)  The  question  of  whether  an  award  shall  be  made,  the  amount  thereof, 
and,  if  the  Chief  Executive  decides  that  the  officer  shall  be  allowed  a 
share  in  the  commercial  proceeds,  the  amount  of  such  share  be 
determined  by  the  Chief  Executive  after  investigation  by  the 
Committee. 

499  In  the  event  of  a  material  change  taking  place  in  the  circumstances  which 
existed  at  the  time  when  an  award  or  allocation  of  commercial  proceeds 
was  made,  the  original  decision  may  be  modified  by  the  Chief  Executive 
after  further  investigation  by  the  Committee;  provided  that,  in  any  such 
modification  of  the  original  decision,  the  amount  of  an  award  which  has 
been  paid  shall  not  be  reduced. 

500  Where  an  invention  is  in  all  respects  alien  to  the  employment  of  the 
officer,  he  shall  normally  be  granted  the  full  rights  in  such  invention. 

501  There  shall  be  constituted  for  the  purposes  of  these  Regulations  an  Awards 
Committee  which  shall  consist  of  a  judicial  or  legal  officer  appointed  by 
the  Chief  Executive  as  Chairman  and  such  other  persons  as  the  Chief 
Executive  may  from  time  to  time  by  notice  in  the  Gazette  appoint. 

502  An  officer  shall  be  entitled  at  his  own  expense  to  appear  personally  before 
the  Committee  or  to  be  represented  in  such  manner  as  the  Committee  may 
approve. 


Amendment  No.  45(c)/97 
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Dec.  97 

Dec.  97 


June  96 


503  All  conclusions  of  the  Committee  shall  be  embodied  in  recommendations 
which  shall  be  forwarded  to  the  Chief  Executive. 

504  The  Committee  may  make  rules  for  regulating  their  proceedings,  but  no 
such  rules  shall  come  into  force  until  they  shall  have  been  approved  by  the 
Chief  Executive. 

505  In  fixing  the  amount  of  any  award  or  of  the  share  of  any  commercial 
proceeds  reserved  to  the  Government  under  Regulation  497(d)  or  allowed 
to  the  officer  under  Regulation  498(e)  (as  the  case  may  be), 

(a)  any  reasonable  expenses  to  which  an  officer  may  have  been  put  in 
connexion  with  his  inventions  shall  be  taken  into  account. 


506  -  509 


ACCESS  TO  PERSONAL  RECORDS 

510  An  officer  may  be  allowed  access  to  the  documents  relating  personally  to 
himself  upon  request,  subject  to  the  exemptions  in  Part  VIII  of  the  Personal 
Data  (Privacy)  Ordinance,  or  where  the  documents  are  sent  to  him 
expressly. 

CONFIDENTIAL  PERSONAL  RECORD 

511  In  each  department  there  should  be  kept  a  confidential  personal  record  in 
which  full  particulars  are  recorded  of  each  officer’s  service  and  conduct, 
including  details  of  recommendations  for  promotions,  warnings, 
admonitions,  punishments,  absences  from  duty  and  similar  matters. 

FALSE  STATEMENT  BY  CANDIDATE  FOR  APPOINTMENT 

512  An  officer  shall  be  liable  to  disciplinary  action,  which  may  lead  to  his 
dismissal,  if,  at  any  time  when  he  was  a  candidate  for  appointment  to  any 
office  in  the  civil  service,  and  whether  or  not  he  was  at  such  time 
employed  in  any  capacity  in  the  civil  service,  he  either  orally  or  in  writing 
made  any  statement  or  furnished  any  information  which  was  false  in  any 
material  particular  and  which  was  calculated  to  influence  his  selection  to 
such  office  (or  omitted  any  such  material  particular),  unless  he  proves  that 
he  did  not  have  reason  to  believe  such  statement  or  information  to  be  false 
(or  that  he  did  not  deliberately  omit  such  material  particular). 


Amendment  No.  45(d)/97 
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FAMILY  PARTICULARS  TO  BE  REPORTED 

513.  Every  officer  is  required  to  inform  his  Department  immediately  of  the  birth, 
adoption,  marriage  and  death  of  each  dependent  child,  and  of  any  change  in 
his  marital  status,  including  marriage,  divorce,  or  the  death  of  his  wife.  If 
the  information  concerns  those  who  are  neither  on  the  MOD  1  Salary  Scale 
nor  temporary  women  officers  the  Department  should  copy  it  at  once  to  the 
Director  of  Accounting  Services  and  attach  relevant  documentary  proof. 

514-519. 

PUBLIC  COMMUNICATIONS  BY  OFFICERS 

520.  For  the  purpose  of  Regulations  521-525,  'publish'  includes  making  public 
by  interviews  and  speeches,  by  letters  and  articles  in  the  press,  or  by  talks 
and  discussions  on  radio  and  television  programmes. 

521.  An  officer,  whether  on  duty  or  on  leave,  may  not  publish  anything  which 
may  reasonably  be  regarded  as  of  a  political  or  administrative  nature 
without  the  permission  of  his  Head  or  Deputy  Head  of  Department  or  Head 
of  Grades.  Where  appropriate,  such  permission  may  be  given  in  the  form 
of  a  general  guideline.  In  considering  such  applications,  departments 
should  take  into  account  the  rules  and  principles  contained  in  Regulations 
550-559,  522  and  in  General  Regulations  560-564.  The  fundamental 
principle  to  be  borne  in  mind  is  that  it  is  desirable  for  senior  officers  to 
discuss  issues  of  public  interest  in  public  in  a  constructive  way.  Heads  of 
Departments  should  seek  comments  from  the  appropriate  Bureau  of  the 
Government  Secretariat  on  the  contents  of  speeches  or  papers  to  be 
published  on  controversial  subjects  of  considerable  public  interest. 

522.  If  a  Head  of  Department  considers  that  it  will  be  in  the  public  interest  for 
the  Government  to  take  over  the  publishing  rights  of  an  officer's 
publication,  he  should  refer  the  case  to  the  Secretary  for  the  Civil  Service, 
who  will  arrange  for  an  appropriate  honorarium  to  be  paid  to  the  officer. 


Amendment  No.  19/2017 
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523.  No  officer  may  call  or  take  part  in  a  public  meeting  to  consider  any  action 
of  the  Government,  act  as  a  distributor  of  political  publications,  or  sign  or 
procure  signatures  to  any  public  petition  regarding  the  actions  or  proposals 
of  the  Government.  This  prohibition  does  not  apply  to  a  civil  servant 
carrying  out  an  official  duty  as  directed  by  his  Head  or  Deputy  Head  of 
Department. 

524.  No  officer  may  publish,  or  communicate  to  unauthorized  persons,  or  make 
private  copies  of,  documents  or  information  obtained  in  his  official 
capacity,  without  the  approval  of  his  Head  of  Department.  Where  such 
documents  or  information  are  primarily  the  concern  of  another  department, 
or  jointly  of  a  number  of  departments,  the  officer’s  Head  of  Department 
should  consult  the  other  departments  concerned.  In  the  event  of  doubt  or 
disagreement,  the  approval  of  the  Secretary  for  the  Civil  Service  should  be 
obtained. 

525.  An  officer  may  publish  in  his  own  name  matters  relating  to  subjects  of 
general  or  purely  technical  interest,  provided  they  do  not  contain  anything 
which  may  reasonably  be  regarded  as  of  a  political  or  administrative  nature 
and  subject  to  the  provisions  of  Regulations  522  and  550-559. 

526-529 


PUBLICATIONS  AND  PUBLIC  DONATIONS 


530.  (1)  Unless  written  permission  has  previously  been  obtained  from  the 

Secretary  for  the  Civil  Service,  no  officer  shall  be  concerned  in  the 
production  of  any  publication  in  which  paid  advertisements  are 
reproduced. 

(2)  Permission  under  paragraph  (1)  may  be  granted  subject  to  any 
conditions  which  the  Secretary  for  the  Civil  Service  may  think  fit  to 
impose. 


(3)  Where  a  Committee  or  other  body  having  the  management  of  the 
affairs  of  any  association  of  persons  authorizes  the  production  of  any 
such  publication  aforesaid,  any  officer  who  is  a  member  of  such 
committee  or  body 


Amendment  No.  15/88 
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530 

(Cont’d) 


531. 


(3)  shall  be  deemed  to  be  concerned  in  the  production  of  such 
publication,  unless  he  proves  that  he  opposed  the  proposal  to  produce 
such  publication  that  he  resigned  from  such  committee  or  body  as 
soon  as  practicable  after  the  decision  to  produce  the  publication  was 
taken. 

(1)  Unless  written  permission  has  been  previously  obtained  from  the 
Secretary  for  the  Civil  Service  or  save  as  is  hereinafter  provided,  no 
officer  shall  be  concerned  in  any  way  whatsoever  in  the  collection  of 
donations  in  money  or  in  kind  from  the  public  or  any  part  or  class 
thereof. 

(2)  Permission  under  paragraph  (1)  may  be  granted  subject  to  any 
conditions  which  the  Secretary  for  the  Civil  Service  may  think  fit  to 
impose. 

(3)  The  prohibition  aforesaid  shall  not  extend  to:- 

(a)  any  collection  made  by  an  officer  in  the  course  of  his  official 
duties. 

(b)  any  collection  made  at  divine  service  in  a  place  of  public 
worship  or  for  a  bona  fide  charitable,  benevolent  or 
philanthropic  purpose. 

(c)  any  request  made  by  or  on  behalf  of  the  committee  or 
management  of  any  bona  fide  club,  society,  association  or  trade 
union  to  members  or  prospective  members  of  such  club, 
society,  association  or  trade  union  for  fees,  subscription  or  other 
charges  authorized  by  the  Committee  or  management  of  such 
club,  etc. 

(d)  any  collection  made  in  good  faith  among  a  limited  class  of 
persons  for  the  purpose  of  making  a  presentation  to  any  person 
on  any  special  occasion. 

(4)  Where  it  is  established  that  an  officer  has  been  concerned  in  the 
collection  of  donations  from  the  public  or  any  part  or  class  thereof, 
the  burden  of  establishing  that  the  collection  was  one  to  which  the 
prohibition  aforesaid  did  not  extend  shall  be  upon  that  officer. 

(5)  A  payment  of  money  in  exchange  for  a  token  or  any  article  of  token 
value  only  or  for  any  article  or  benefit  the  value  whereof  is 
substantially  less  than  the  value  of  such  payment  shall  be  deemed  to 
be  a  donation  for  the  purposes  of  this  Regulation. 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


532-534. 

DIRECTION  TO  OCCUPY  QUARTERS 

535.  An  officer  may  be  ordered  by  the  Secretary  for  the  Civil  Service  to  occupy 
particular  quarters  or  to  reside  in  a  particular  area  within  Hong  Kong  and 
shall  comply  with  such  order. 

536-539. 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


June  01 


June  06 


June  06 


HOURS  OF  WORK 

540  For  the  purpose  of  Civil  Service  Regulations  on  Hours  of  Work  :  - 

(a)  “conditioned  hours”  means  hours  of  duty  which  salary  is  calculated 
to  cover  and  the  hours  which  must  be  worked  before  overtime  work 
is  counted  for;  conditioned  hours  may  be  expressed  as  gross  (i.e. 
including  lunch  breaks)  or  net  (i.e.  excluding  lunch  breaks); 

(b)  “standard  working  week”  means  - 

(i)  in  relation  to  staff  whose  conditioned  hours  of  work  are  44 
hours  gross  per  week,  44  hours  of  duty  (including  lunch  breaks) 
in  a  5‘/2-day  week; 

(ii)  in  relation  to  staff  whose  conditioned  hours  of  work  are  45 
hours  net  per  week,  45  hours  of  duty  (excluding  lunch  breaks) 
in  a  6-day  week. 

(c)  “aggregate  working  hours”,  when  used  in  relation  to  a  fortnight 
where  an  alternate  Saturday-off  system  is  operated,  mean  - 

(i)  88  hours  of  duty  (including  lunch  breaks)  in  a  period  of  two 
consecutive  weeks  for  staff  whose  conditioned  hours  are  44 
hours  gross  per  week;  or 

(ii)  90  hours  of  duty  (excluding  lunch  breaks)  in  a  period  of  two 
consecutive  weeks  for  staff  whose  conditioned  hours  are  45 
hours  net  per  week; 

(d)  “alternate  Saturday-off  system”  means  a  system  whereby  an 
officer  is  allowed  by  his  Head  of  Department  personally  to  vary  his 
hours  of  duty  so  as  to  permit  him  to  be  off  duty  on  one  Saturday  in 
any  period  of  two  consecutive  weeks  on  the  condition  that  not  less 
than  the  aggregate  working  hours  are  worked  in  that  fortnight; 

(e)  "5-day  week"  means  a  system  whereby  an  officer  is  allowed  by  his 
Head  of  Department  personally  to  vary  his  hours  of  duty  so  as  to 
permit  him  to  be  off  duty  on  any  two  days  in  a  week  on  the  condition 
that  his  conditioned  hours  per  week  are  not  reduced; 

(f)  "working  day"  means  a  day  other  than  a  general  holiday,  which 
may  include  a  Sunday. 
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Aug  89 


June  01 


541  For  officers  whose  conditioned  hours  are  44  hours  gross  per  week,  the 
normal  hours  of  attendance  are  from  9:00  a.m.  to  5:00  p.m.  from  Monday 
to  Friday  both  days  inclusive  and  from  9:00  a.m.  to  1:00  p.m.  on  Saturday. 
The  official  luncheon  interval  is  one  hour  and  counts  as  part  of  the 
working  hours,  but  only  if  the  full  hours  from  9:00  a.m.  to  5:00  p.m.  or  the 
corresponding  hours  for  the  rank  in  question  are  worked.  Where  it  is 
operationally  feasible  and  no  additional  cost  is  involved,  Heads  of 
Department  may  vary  the  hours  of  attendance  of  staff  in  such  a  way  as  to 
enable  them  to  work  5  days  a  week. 

542  For  officers  whose  conditioned  hours  are  45  hours  net  per  week,  the 
normal  hours  of  attendance  are  from  8:30  a.m.  to  12  noon  and  from  1:00 
p.m.  to  5:00  p.m.  from  Monday  to  Saturday,  both  days  inclusive.  Where  it 
is  operationally  feasible  and  no  additional  cost  is  involved,  Heads  of 
Department  may  vary  the  hours  of  attendance  of  staff  in  such  a  way  as  to 
enable  them  to  work  5  or  5  Vo  days  a  week. 

543  If  a  general  holiday  occurs,  the  conditioned  hours  for  that  week  may  be 
reduced  by  the  same  number  of  hours  which  an  officer  normally  works  on 
that  particular  day. 

544  The  conditioned  hours  for  members  of  the  Correctional  Service,  the 
Customs  and  Excise  Service,  the  Fire  Services,  the  Immigration  Service, 
the  Government  Flying  Service  and  the  Hong  Kong  Police  Force 
(hereinafter  referred  to  as  the  Disciplined  Services)  are  governed  by 
operational  needs  and  are  determined  in  relation  to  the  total  responsibilities 
of  each  Service,  its  complement,  and  the  actual  manpower  situation  at  any 
time. 


545  With  the  exception  of  officers  whose  terms  of  service  provide  otherwise, 
the  entire  time  of  public  officers  is  at  the  disposal  of  the  Government  and  it 
is  within  the  discretion  of  a  Head  of  Department  (or  a  senior  officer 
nominated  by  him  personally)  to  require  the  attendance  of  his  staff  on  such 
days  and  for  such  hours  as  he  considers  necessary. 


Amendment  No.  10(b)/2006 
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Aug  2007 


June  06 


Aug  89 


546  (1)  Heads  of  Department  personally  may  vary  the  actual  hours  of 

attendance  of  their  staff  as  they  consider  necessary  to  meet 
departmental  requirements.  When  considering  the  introduction  of 
any  such  variations  in  hours  of  attendance,  Heads  of  Department 
must  always: 

(a)  give  due  regard  to  the  convenience  of  the  general  public,  e.g. 
hours  of  work  may  not  be  varied  in  such  a  way  as  to  reduce  the 
hours  or  days  over  which  members  of  the  public  have  direct 
access  to  offices; 

(b)  ensure  that  - 

(i)  these  variations  are  not  likely  to  impair  the  efficiency  of 
their  departments  or  the  service  provided  by  their 
departments  to  the  general  public  and  to  other 
Government  departments,  and 

(ii)  the  hours  worked  are  so  arranged  that  the  total  hours  of 
attendance  of  any  staff  do  not  fall  short  of  his  conditioned 
hours. 


(2)  In  varying  the  hours  of  attendance  of  their  staff,  Heads  of 
Department  may  arrange  their  staff  to  work  in  staggered  working 
hours  by  prescribing  the  starting-time(s)  and  finishing-time(s)  of 
attendance  and  lunch  break.  In  doing  so,  Heads  of  Department 
should  ensure  that  adequate  staff  are  available  to  provide  services 
during  the  opening  hours  of  the  office.  The  total  hours  of  attendance 
of  any  staff  should  not  fall  short  of  his  conditioned  hours. 

(3)  Where  the  introduction  of  any  variation  in  hours  of  attendance  is 
likely  to  result  in  either  a  reduction  of  the  conditioned  hours  of  work 
or  the  cessation  of  function  of  any  specific  unit  of  a  department  on 
any  working  day  during  a  week,  the  prior  approval  of  the  Secretary 
for  the  Civil  Service  must  be  obtained. 


Amendment  No.  27/2007 
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June  01 


Aug  89 


547  No  officer  is  entitled  to  claim  a  general  holiday  as  a  matter  of  right.  An 
officer  may  be  required  by  his  Head  of  Department  or  other  responsible 
officer  to  work  on  any  general  holiday  and  failure  to  obey  such  an 
instruction  may  form  the  basis  of  a  disciplinary  charge.  If,  however,  an 
officer  is  required  to  work  on  a  general  holiday,  he  should  be  given  time 
off  in  lieu;  if  it  is  impracticable  to  grant  time  off  within  a  reasonable  period 
and  if  he  is  eligible,  overtime  allowance  may  be  paid. 

548  Heads  of  Department  may  at  their  discretion  require  their  staff  to  sign  an 
attendance  register  (G.F.  26)  or  to  use  a  time  clock  to  record  the  time  of 
their  arrival  at  and  departure  from  duty. 

549 


Amendment  No.  45/2001 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


OUTSIDE  WORK 


I.  While  on  duty 
Principles  governing  “outside  work” 

550  The  principles  governing  outside  work  by  Government  officers  are  as 

follows  :  - 

(a)  Government  has  a  prior  call  at  all  times  on  the  abilities,  energies  and 
attention  of  all  its  staff; 

(b)  outside  activity  (whether  paid  or  unpaid)  which  may  impair  an 
officer’s  performance  of  his  duties  or  distract  his  attention  from  them 
must  be  avoided; 

(c)  no  Government  employee  has  a  right  to  supplement  his  income  by 
outside  work; 

(d)  only  in  the  most  exceptional  circumstances  is  outside  work 
permissible  during  the  officer’s  normal  working  hours; 

(e)  no  Government  employee  may  wear  Government  uniform  or 
protective  clothing  while  undertaking  outside  work; 

(f)  if  permission  is  given  for  an  officer  to  take  part  in  radio  or  television 
broadcasts/programmes  which  contain  advertising  or  are 
commercially  sponsored  it  will  be  on  condition  that  no  Government 
material  is  used  (unless  that  material  has  been  officially  supplied  to 
the  Company);  that  the  programme  is  not  connected  in  any  way  with 
his  official  duties;  that  he  does  not  take  part  actively  in  or  between 
programmes  in  advertising  commercial  products  or  firms;  and  that  no 
contract  is  signed  with  the  Company  concerned; 
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550  (g)  No  professional  or  assistant  professional  officer  may  undertake  paid 

(Corn'd)  outside  work  in  his  profession  either  by  way  of  private  practice  or  as 
a  paid  employee,  except  for  teaching  work  or  where  the  work  is 
clearly  in  public  interest,  and  with  the  approval  of  the  Head  of 
Department; 

(h)  Heads  of  Departments  will  not  normally  be  permitted  to  undertake 
paid  outside  work.  In  exceptional  circumstances,  the  Secretary  for  the 
Civil  Service's  permission  should  be  sought. 

(i)  Heads  of  Department  may  personally  approve  requests  from  other 
governments  or  international  organisations  for  the  provision  of  an 
expert  in  a  particular  field  to  advise  on  a  project.  However,  cases 
involving  the  Head  of  Department  himself  should  be  forwarded  to  the 
Secretary  for  the  Civil  Service  for  consideration.  Officers  who  are 
given  permission  to  undertake  such  tasks  on  a  consultancy  basis  are 
regarded  as  on  duty  during  the  period  of  their  attachment.  Permission 
will  not  be  given  in  any  case  for  the  officer  to  retain  more  than  50% 
of  the  fee  or  honorarium  offered  and  a  lower  percentage  may  well  be 
judged  appropriate. 

(j)  Heads  of  Department  may  approve  requests  from  other  associations 
or  organizations  for  officers  to  deliver  talks  or  lectures  on  behalf  of 
their  departments.  Officers  delivering  talks  or  lectures  in  their  official 
capacity  may  be  allowed  to  retain  up  to  100%  of  the  honorarium 
offered  provided  that  the  talk  is  prepared  and  delivered  outside  office 
hours.  If  the  talk  is  to  be  delivered  within  office  hours,  permission 
will  not  be  given  for  the  officer  to  retain  more  than  50%  of  the 
honorarium.  The  remaining  sum  should  be  forwarded  to  the 
Treasury. 


DCH30002 


Amendment  No.  34b/94 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


PAID  OUTSIDE  WORK  OUT  OF  WORKING  HOURS 


551  (1)  An  officer  must  obtain  his  Head  of  Department's  consent  before  he:  - 

(a)  engages  on  his  own  account  in  outside  work  for  remuneration  of 
any  sort;  or 

(b)  accepts  paid  employment  of  any  sort,  outside  of  his  normal 
working  hours. 

(2)  In  considering  applications,  the  Head  of  Department  will  take  into 

account:  - 

(a)  the  timing,  frequency  and  duration  of  the  work  and  its  possible 
effect  on  the  officer’s  efficiency; 

(b)  whether  the  remuneration  involved  is  so  considerable  in  relation 
to  the  officer's  salary  as  possibly  to  result  in  some  loss  of 
interest  in  his  Government  appointment; 

(c)  whether  the  outside  work  proposed  may  (or  appears  to)  conflict 
with  the  officer’s  duties  as  a  Government  servant; 

(d)  whether  the  arrangement  proposed  might  be  a  source  of 
embarrassment  to  Government; 

(e)  whether  the  outside  work  is  in  line  with  the  principles  of 
Regulations  520-525. 

(3)  Such  consent  may  be  withdrawn  at  any  time  should  it  appear  to  the 

Head  of  Department  that  it  is  in  the  public  interest  to  do  so. 


DCH30002 


Amendment  No.  34c/94 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Mar  94 


551  (4)  Heads  of  Departments  must  in  any  case  review  all  such 

(Cont’d)  arrangements  every  six  months,  and  satisfy  themselves  that  the 

officer's  performance  of  his  official  duties  is  not  suffering  by  reason 
of  such  outside  work. 


OUTSIDE  WORK  DURING  WORKING  HOURS  (PAID  OR  UNPAID) 

552  (1)  Any  officer  wishing  to  undertake  outside  work  of  any  sort  during  his 

normal  working  hours  must  first  obtain  permission  from  the  Head  of 
his  Department.  He  should  state  in  his  application  the  amount  of 
remuneration  payable,  if  any,  and  whether  the  use  of  Government 
equipment  is  involved.  The  officer's  Head  of  Department  may  give 
permission  after  considering  the  effect  such  work  might  have  on  the 
officer's  performance  of  his  duties,  and  being  satisfied  that  the  work 
is  clearly  in  the  public  interest.  Except  as  provided  for  in 
Regulations  563  and  564,  an  officer  will  not  normally  be  allowed  to 
retain  more  than  50%  of  the  remuneration,  and  in  some  cases  a  lower 
percentage  may  be  considered  more  appropriate.  Outside  work  in 
connexion  with  a  recognized  Government  staff  association  or  trade 
union  will  normally  be  permitted  during  office  hours  where  it  does 
not  interfere  with  the  efficient  discharge  of  the  officer's  duties. 

(2)  A  Head  of  Department  must  seek  permission  from  the  Secretary  for 
the  Civil  Service  if  he  wishes  to  undertake  unpaid  outside  work 
during  his  normal  working  hours. 


UNPAID  OUTSIDE  WORK  OUT  OF  WORK  HOURS 

553  An  officer  may,  without  official  permission  undertake  outside  activities, 
out  of  normal  office  hours,  provided  that  he  does  not  receive  any 
remuneration  in  cash  or  in  kind  and  further  provided  that  there  is  no  actual 
or  potential  conflict  with  the  principles  laid  down  in  these  Regulations.  It  is 
the  responsibility  of  the  officer  before  entering  upon  any  such  undertaking 
to  consider  conscientiously  whether  such  conflict  exists  or  may  exist  and  if 
he  thinks  there  is  or  may  be  any  such  conflict  he  must  seek  his  Head  of 
Department's  consent. 
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USE  OF  GOVERNMENT  EQUIPMENT  FOR  OUTSIDE  WORK 

554  An  officer  must  obtain  the  Head  of  Department's  consent  before  using 
Government  equipment  in  respect  of  any  outside  work  (paid  or  unpaid) 
undertaken  under  Regulations  551-553.  Consent,  if  given,  will  be  given 
only  provided  the  officer  pays  to  Government  hire  charges  for  the  use  of 
such  equipment,  in  accordance  with  the  rates  which  may  from  time  to  time 
be  prescribed.  In  case  of  doubt  as  to  the  appropriate  charge  to  be  made  in 
such  circumstances,  the  Secretary  for  Financial  Services  and  the  Treasury 
should  be  consulted. 


555 


GUIDANCE  TO  BE  SOUGHT  FROM  CIVIL  SERVICE  BUREAU 

556  If  departments  are  in  doubt  about  whether  or  not  to  allow  any  particular 
application,  the  details  should  be  forwarded  to  the  Civil  Service  Bureau 
and  guidance  sought. 


WORK  FOR  OTHER  DEPARTMENTS 

557  For  the  purposes  of  these  Regulations  "outside  work"  includes  work  being 
done  for  other  Government  departments  (including  auxiliary  services). 


FAILURE  TO  COMPLY  WITH  REGULATIONS  ON  OUTSIDE  WORK 

558  (1)  Disciplinary  action  will  be  taken  against  any  officer  who  undertakes 

outside  work  without  his  Head  of  Department's  written  consent 
(Regulations  551  &  552),  or  who  uses  Government  equipment  for 
such  work  without  his  Head  of  Department's  written  consent 
(Regulation  554). 

(2)  Failure  to  exercise  proper  judgment  as  to  whether  permission  under 
Regulation  553  should  be  sought  or  not  may  render  an  officer  liable 
to  adverse  notice  in  an  annual  or  other  staff  report. 


DCH30002 


Amendment  No.  34e/94 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


II.  While  on  leave 


Mar  94 
Dec  2005 


559  (1)  Except  as  provided  for  in  Regulation  388,  prior  approval  for  an 

officer  to  accept  paid  employment  while  on  leave  exceeding  30  days 
should  be  obtained  from  the  following  authorities  who  shall  have 
regard  to  the  principles  laid  down  in  Regulations  326(2),  550  & 

551  398(2) 


Officer/Grade 

(a)  Heads  of  Departments 

(b)  Officers  in  a  centrally 
administered  general 
grade  except  as  specified 
in  (c)  below 

(c)  Other  officers  (including 
officers  in  Clerical, 
Secretarial,  Confidential 
Assistant  and  Telephone 
Operator  Grades) 


Authority 

Secretary  for  the  Civil  Service 
Head  of  Grade 

Head  of  Department 


(2)  An  officer  whose  application  under  paragraph  (1)  is  rejected  may 
appeal  to  the  Secretary  for  the  Civil  Service  through  his  Head  of 
Department  or  Head  of  Grade. 

(3)  Except  as  provided  for  in  Regulation  388,  prior  approval  for  an 
officer  to  perform  paid  outside  work  while  on  leave  of  30  days  or  less 
should  be  obtained  under  Regulation  551. 


DCH30002 


Amendment  No.  34f/94 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Dec.  2005  559  (4)  For  non-directorate  officers,  except  where  specifically  exempted, 

(Cont'd)  prior  approval  is  required  for  an  officer  to  take  up  paid  outside  work 
whilst  on  pre-retirement  leave,  irrespective  of  whether  such  work  is 
undertaken  in  Hong  Kong  or  elsewhere.  Where  the  paid  outside 
work  commences  during  pre-retirement  leave  and  continues  after  the 
date  of  retirement  and  is  undertaken  in  Hong  Kong,  the  application 
procedure  and  approving  authorities  will  be  as  set  out  in  CSR  398.  If 
the  work  whilst  on  pre-retirement  leave  is  to  be  undertaken  outside 
Hong  Kong  approval  should  be  sought  under  CSR  559. 

Dec.  2005  (5)  Directorate  officers  who  wish  to  take  up  outside  work  during  their 

final  leave  should  apply  for  prior  permission  in  accordance  with  CSR 
397. 

560-  561 


III.  Outside  work  with  the  Auxiliary  Forces 

562  (1)  Government  employees  should  be  given  every  encouragement  to 

join  the  Auxiliary  Forces  and,  having  joined,  to  fulfil  their  training 
and  other  commitments.  However,  all  officers  who  are  members  of 
the  Auxiliary  Forces  must  conform  with  Regulations  550  to  559  and 
obtain  permission  from  their  Head  of  Department  when  they  wish  to 
perform  duties  with  the  Auxiliary  Forces,  except  when  this  is  done 
out  of  working  hours  for  no  remuneration. 

Dec.  1997  (2)  For  the  purposes  of  Regulations  562  to  564,  the  following 

organisations  are  considered  to  be  Auxiliary  Forces:  the 
Government  Flying  Service,  the  Hong  Kong  Auxiliary  Police  Force, 
the  Auxiliary  Medical  Service,  and  the  Civil  Aid  Services. 


Amendment  No.  15/2005 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


563.  As  a  general  rule,  Government  employees  should  not  be  released  to 
perform  duties  with  the  Auxiliary  Forces  during  normal  working  hours. 
However,  approval  may  be  given  for  an  officer  to  take  leave  in  order  to 
perform  duties  with  the  Auxiliary  Forces.  In  addition,  as  exceptions  to  the 
general  rule,  Heads  of  Departments  are  requested  to  give  officers 
permission  to  perform  duties  with  the  Auxiliary  Forces  during  working 
hours  in  the  case  of  :  - 

(a)  Emergencies  (e.g.  rescue  of  disaster  victims,  arrival  of  refugees  in 
large  numbers,  combating  oil  pollution,  search  and  rescue  operations 
on  land  or  sea),  except  where  the  department  in  which  the  officer 
works  is  itself  affected  by  the  emergency  and  the  Head  of 
Department  considers  that  the  officer  should  not  be  released  for  that 
reason;  and 

(b)  Annual  training,  provided  that  the  work  of  the  department  will  not  be 
disrupted  unduly.  In  this  connexion,  some  staff  are  required  to  work 
on  shifts  or  at  weekends  and,  if  possible,  they  should  be  enabled  to 
attend  training  by  a  variation  of  shift  or  weekend  working  hours.  For 
the  information  of  Heads  of  Departments  :  - 

(i)  the  Government  Flying  Service  and  the  Hong  Kong  Auxiliary 
Police  Force  require  attendance  at  annual  training  camps  and  a 
set  number  of  hours  of  training,  usually  in  the  evenings  and  at 
weekends;  and 

(ii)  the  Auxiliary  Medical  Service  and  the  Civil  Aid  Services  do 
not  normally  hold  annual  training  camps,  but  their  members  are 
required  to  put  in  a  set  number  of  hours  and  days  of  training 
each  year. 


Amendment  No.  19/88 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


564.  (1)  Government  employees  who  are  members  of  the  Auxiliary  Forces 

may  be  permitted  to  attend  training  in  places  outside  Hong  Kong 
with  the  Auxiliary  Forces  in  addition  to  the  minimum  required 
annual  training,  so  long  as  they  can  be  spared  by  their  Head  of 
Department  and  subject  to  certification  by  the  Auxiliary  Force 
concerned  that  the  training  is  essential  and  to  support  by  the 
Secretariat  policy  bureau. 

(2)  Training  in  places  outside  Hong  Kong  permitted  under  paragraph  (1) 
shall  count  as  active  service  for  the  purposes  of  regulation  795. 

March  88  (3)  Officers  on  training  in  places  outside  Hong  Kong  permitted  under 

paragraph  (1)  shall  be  eligible  for  subsistence  allowance  in 
accordance  with  Regulation  1015. 

(4)  Officers  on  training  in  places  outside  Hong  Kong  permitted  under 
paragraph  (1)  shall  not  earn  leave  during  their  absence. 

565-569. 


Amendment  No.  20/88 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


DEPARTMENTAL  UNIFORMS 


Mar  2014  570  (1)  The  responsibility  for  the  control  of  uniforms  for  uniformed  staff 

other  than  those  specified  in  CSR  571  and  572  rests  with  Heads  of 
Departments. 

(2)  Heads  of  Departments  will,  subject  to  the  availability  of  funds,  decide 
on  the  staff  to  be  provided  with  uniforms  at  public  expense,  the  scale 
of  uniforms  (i.e.  the  kind  and  quantity  of  uniforms)  to  be  supplied, 
the  design  of  the  uniforms  and  the  material  to  be  used. 


Mar  2014  571  (1)  Uniforms  for  staff  in  respect  of  specific  ranks,  posts  and  gender  on 

the  disciplined  services  pay  scales  (other  than  insignia  and  badges  on 
uniforms)  are  subject  to  the  approval  of  the  Permanent  Secretary  for 
Security.  Such  approval  covers  the  staff  to  be  provided  with 
uniforms,  the  scale  of  uniforms  (i.e.  the  kind  and  quantity  of 
uniforms),  the  design  of  the  uniforms  and  the  material  to  be  used. 


(2)  Heads  of  Disciplined  Departments  can  approve  changes  to  the  issue 
scale  (i.e.  the  quantity)  of  approved  uniform  items  for  the  disciplined 
staff  in  their  departments  except  in  his  own  case  which  will  be  subject 
to  the  approval  of  the  Permanent  Secretary  for  Security. 

(3)  The  authority  of  Heads  of  Disciplined  Departments  in  (2)  above  does 
not  include  the  extension  of  approved  uniform  scales  to  other  ranks  or 
posts  or  the  extension  of  approved  uniform  items  for  certain  ranks  or 
posts  of  one  gender  to  the  other  gender.  Such  cases  require  the 
approval  of  the  Permanent  Secretary  for  Security. 


Nov  2002  572  The  design  and  changes  of  insignia  and  badges  on  uniforms  are  subject  to 

the  approval  of  the  Secretary  for  the  Civil  Service.  Proposals  from  the 
departments  concerned  should  be  forwarded  to  the  Director  of  Government 
Logistics  in  the  first  instance,  who  will  refer  such  matters  to  the  Secretary 
for  the  Civil  Service  together  with  recommendations. 


Amendment  No.  10/2014 


CHAPTER  III  -  CONDUCT  AND  DISCIPLINE 


Nov  2002 


573  The  greatest  economy  must  be  observed  in  the  use  and  replacement  of 
uniforms.  Uniforms  purporting  to  be  unserviceable  must  be  inspected  by 
an  officer  responsible  for  administering  uniform  matters  before 
replacements  are  ordered,  and  must  be  disposed  of  in  accordance  with  the 
relevant  procedures  stipulated  in  the  Stores  and  Procurement  Regulations. 

574- 

599 


Amendment  No.  40(b)/2002 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


GENERAL 

Definitions 

600  (1)  For  officers  on  the  Master  Scale,  the  Disciplined  Services  Scales  or 

on  Directorate  salary  points,  the  term  “salary”  means  total  salary; 
for  officers  on  the  MOD  1  Scale  it  means  basic  salary. 

(2)  The  term  "wages"  means  the  daily  rate  of  pay  of  casual  workers. 


Monthly  salaries 

601  (1)  Salaries  and  allowances  are  payable  monthly  and  in  arrears.  The 

Government  encourages  staff  to  accept  payment  of  salaries  directly 
to  bank  (current  or  savings)  accounts  and  the  vast  majority  find  this 
both  convenient  and  safe.  Arrangements  will  be  made  for  an 
officer’s  salary  to  be  paid  in  this  manner  unless  he  specifically 
wishes  to  be  paid  in  cash.  If  he  does  not  have  a  bank  account,  advice 
and  assistance  on  opening  an  account  will  be  given  to  him  on 
assumption  of  duty. 

(2)  In  order  that  his  salary  may  be  paid  into  a  bank  account  in  Hong 
Kong  an  officer  is  required  to  complete  G.F.  180  and  forward  it 
through  his  Head  of  Department  to  reach  the  Treasury  by  the  last  day 
of  the  month  preceding  that  in  which  payments  to  the  bank  account 
are  to  commence.  Any  subsequent  changes  in  the  details  given  in 
the  G.F.  180  must  be  similarly  notified  by  the  submission  of  a  fresh 
G.F.  180. 

Dec.  98  (3)  Officers  on  overseas  terms  on  leave  outside  Hong  Kong  normally 

have  their  salary  paid  in  Hong  Kong,  but  they  may  elect  to  have  their 
salary  paid  through  authorized  agents  of  the  Government  either 
direct  or  through  a  bank,  subject  to  the  production,  if  required  by  the 
Director  of  Accounting  Services,  of  life  certificates  dated  not  earlier 
than  the  last  day  of  each  month. 

(4)  In  exceptional  circumstances,  an  officer  may  have  his  leave  salary 
paid  to  another  person  authorized  by  him;  in  such  a  case  G.F.  66 
must  be  forwarded  to  the  Director  of  Accounting  Services.  Refer 
also  to  F.  &  A.R.  447(1). 


Amendment  No.  58(a)/98 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Dec.  98 


Dec.  98 


602  Advices  of  monthly  payments  are  prepared  by  the  Treasury.  These 
statements  accompany  the  monthly  paysheets  for  those  officers  who  are 
paid  in  cash,  but  are  forwarded  separately  to  departments  for  those  officers 
whose  salaries  are  paid  to  bank  accounts  and  those  officers  on  vacation 
leave  outside  Hong  Kong. 

603  Salaries,  wages  and  allowances  are  normally  paid  in  Hong  Kong  and 
payable  in  Hong  Kong  currency.  Officers  in  categories  (a)  and  (b)  below 
may  request  to  have  them  paid  outside  Hong  Kong  in  which  case  the 
following  arrangements  will  apply: 

(a)  Officers  on  duty  or  on  study  leave  outside  Hong  Kong  and 
officers  on  overseas  terms  on  vacation  leave  in  his  country  of 
origin  (see  CSR  1300(e)) 

Payment  is  made  in  the  currency  of  the  country  in  which  the  officer  is 
residing  or  spending  his  leave,  calculated  at  the  rate  of  exchange 
prevailing  on  the  date  of  payment. 

(b)  Officers  on  overseas  terms  on  vacation  leave  in  a  country  other 
than  his  country  of  origin 

Payment  is  made  in  the  currency  of  that  country  at  the  rate  of 
exchange  prevailing  on  the  date  of  payment  inclusive  of  all  transfer 
and  other  charges. 

604  Full  salary  is  paid  to  an  officer  with  effect  from  his  date  of  assumption  of 
duty  in  Hong  Kong  on  first  appointment  (see  Civil  Service  Regulation 
124). 

605  An  officer  who  is  promoted  in  the  ordinary  course  may  receive  the  salary 
of  his  new  appointment,  if  it  be  available,  from  the  date  when  the  vacancy 
occurred,  even  if  he  is  on  leave  at  the  time  in  question. 


Amendment  No.  58(b)/98 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


606  -  608 


Forfeiture  of  allowances 

609  (1)  Except  for  sick  leave  (see  paragraph  (2)  below)  and  for  cases  where 

special  rules  apply,  leave  exceeding  30  consecutive  days,  and  leave 
necessitating  the  grant  of  any  allowance  to  another  officer,  involves 
the  forfeiture  of  an  allowance  for  which  monthly  rates  are  approved. 

Aug  2007  (2)  Except  for  cases  where  special  rules  apply,  in  the  case  of  sick  leave 

occasioned  by  injuries  sustained  on  duty  which  exceeds  30 
consecutive  days,  forfeiture  of  monthly  allowances  is  effective  from 
the  31st  day  of  leave.  However,  if  the  sick  leave  is  caused  by  the 
officer’s  own  serious  or  wilful  misconduct,  forfeiture  will  be 
effective  from  the  first  day  of  leave. 


(3)  Allowances  for  which  daily  rates  apply  are  not  payable  during 
absences  on  leave. 


Deduction  from  salary  on  absence  from  duty,  etc. 

Aug  2006  610  (1)  Under  the  ‘no  work,  no  pay’  principle,  if  an  officer,  without 

reasonable  excuse  or  in  connection  with  a  trade  dispute,  for  any 
period 

(a)  is  absent  from  his  place  of  work;  or 

(b)  refuses  to  perform  any  of  his  usual  duties  or  any  part  of  them;  or 

(c)  omits  to  perform  any  of  his  usual  duties  or  any  part  of  them, 


Amendment  No.  24/2007 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


August  2006 


(c)  then  there  may,  by  order  of  the  approving  authority,  be  deducted 
from  his  salary  or  wages  for  the  month  in  which  the  absence, 
refusal  or  omission  occurs,  or  for  any  subsequent  month,  such 
proportion  thereof  as  the  approving  authority  shall  decide  is 
attributable  to 

(i)  the  period  of  the  officer’s  absence  from  his  place  of  work 
or  the  period  during  which  he  refused  or  omitted  to 
perform  any  of  his  usual  duties;  or 

(ii)  the  part  of  his  usual  duties  which  the  officer  has  refused  or 
omitted  to  perform, 

as  appropriate. 

(2)  For  the  purposes  of  this  regulation 

(a)  “usual  duties”  means  the  duties  of  an  officer  as  described  in 
CSR401;  and 

(b)  “approving  authority”  means  : 

(i)  in  relation  to  a  Head  of  Department  or  a  case  connected 
with  a  trade  dispute,  the  Secretary  for  the  Civil  Service; 

(ii)  Heads  of  Departments  in  other  cases. 


610  (1) 
(Cont'd) 


Amendment  No.  67(b)/2006 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Suspension  from  duty  without  pay 

611.  An  officer  who,  in  connection  with  a  trade  dispute,  refuses  or  omits  to 
perform  for  any  period  any  or  any  part  of  the  usual  duties  of  his  office, 
may  be  suspended  from  duty  by  the  Secretary  for  the  Civil  Service  and 
shall  not  be  eligible  to  receive  salary  or  any  allowances  other  than  those 
covered  by  Chapter  V  of  Civil  Service  Regulations  in  respect  of  the  period 
for  which  he  remains  suspended.  During  the  period  of  suspension,  the 
officer  will  be  deemed  to  be  on  leave  without  pay  for  all  purposes  other 
than  for  allowances  covered  by  Chapter  V  of  Civil  Service  Regulations. 

612. 

Salaries  tax 


613.  (1)  The  Government,  as  an  employer,  has  statutory  and  enforceable 

obligations  under  the  Inland  Revenue  Ordinance  to  provide  the 
Commissioner  of  Inland  Revenue  information  concerning  persons 
who  are  from  time  to  time  employed  in  the  service.  Much  of  the 
information  must  be  asked  for,  but  there  are  circumstances  when  it  is 
the  responsibility  of  the  employer  to  volunteer  information. 

(2)  The  relevant  sections  of  the  Ordinance  are  : 

Sec. 52(1)  under  which  the  Commissioner  may  require  any  officer 
in  the  employment  of  the  Government  or  of  any  public 
body  to  provide  within  a  stated  time  any  information 
called  for  unless  the  information  is  protected  by  an 
express  statutory  obligation  of  secrecy. 

Sec. 52(2)  which  empowers  an  Assessor  to  call  for  lists  of 

employees  containing  details  of  residential  addresses 
and  emoluments. 

Sec. 52(4)  which  requires  any  employer  who  commences  to 

employ  any  individual  who  is  likely  to  be  chargeable  to 
Salaries  Tax  to  provide  details  to  the  Commissioner 
within  three  months  of  the  commencement  of 
employment. 


Amendment  No.  92(b)/78 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Sec. 52(5)  which  makes  every  employer  responsible  for  notifying 

the  Commissioner  of  any  termination  of  employment  of 
an  individual  who  is  likely  to  be  chargeable  to  Salaries 
Tax  at  least  one  month  before  the  individual  ceases  to 
be  employed.  The  Commissioner  is  empowered  to 
accept  such  shorter  notice  as  he  considers  reasonable. 

Sec. 52(6)  which  provides  that  every  employer  shall  advise  the 

Commissioner  of  the  impending  departure  of  any 
employee  who  is  leaving  Hong  Kong  for  a  period 
exceeding  one  month  in  duration. 

Sec. 52(7)  which  provides  that  the  Director  of  Accounting  Services 

may  not  make  any  payment  to  the  employee  for  a  period 
of  one  month  from  the  date  that  the  notice  was  given  as 
required  by  Sec. 52(6). 

(3)  The  Government  is  therefore  obliged  by  the  law  to  inform  the 
Commissioner  of  Inland  Revenue  when  new  officers  are  appointed, 
when  officers  leave  Hong  Kong  and  when  they  leave  the  service  for 
any  reason. 

(4)  Heads  of  Departments  should  notify  the  Commissioner  of  Inland 
Revenue  of : 

(a)  the  arrival  of  all  officers  from  outside  Hong  Kong  by  sending 
him  a  copy  of  G.F.  114,  where  appropriate,  or  by  a  brief 
memorandum  in  other  cases; 

(b)  all  local  engagements,  wherever  the  initial  emoluments 
(including  allowances  or  awards  for  cost  of  living)  exceed 
$12,500  per  annum  for  a  single  officer,  and  $25,000  per  annum 
for  a  married  officer.  Promotions  should  also  be  notified  to  the 
Commissioner  where  the  new  pay  exceeds  for  the  first  time  the 
rate  of  $12,500  per  annum  for  single  officers  and  $25,000  per 
annum  for  married  officers.  The  emoluments  for  all  married 
women  officers  should  likewise  be  notified  irrespective  of  the 
amounts  payable;  and 

(c)  the  departure  of  all  officers,  both  local  and  overseas,  from 
Hong  Kong  for  more  than  one  month,  or  when  they  leave  the 
service.  When  an  officer  leaves  at  short  notice  and  the 
stipulated  period  of  one  month's  notice  cannot  be  given,  the 
Commissioner  should  be  informed  by  a  telephone  call  to  the 
appropriate  Assessor,  in  the  Salaries  Tax  Division  of  Unit  II  as 
soon  as  possible,  and  the  information  should  be  confirmed  by 
memorandum. 


Amendment  No.  70/77 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Jan.  86 


613.  (5)  The  Inland  Revenue  Ordinance  also  places  responsibilities  on  the 

(Corn'd)  individual  officer  as  follows  : 

(a)  Sec.  51(6)  which  requires  the  officer  who  ceases  to  be 
employed  to  notify  the  Commissioner  in  writing  within  one 
month  of  the  date  of  cessation. 

(b)  Sec.  51(7)  which  requires  the  officer  who  is  about  to  leave 
Hong  Kong  for  a  period  exceeding  one  month  to  inform  the 
Commissioner  in  writing  of  the  expected  date  of  departure  and 
if  returning  to  Hong  Kong  the  approximate  date  of  return.  This 
notice  is  required  one  month  before  the  date  of  departure. 

(c)  Sec.  51(8)  which  requires  the  officer  who  changes  his  address 
to  notify  the  Commissioner  in  writing  within  one  month  of  the 
change. 

Gratuity*  for  officer  on  agreement 

614.  (1)  Subject  to  the  terms  of  agreement  in  individual  cases,  a  gratuity  is 

payable  to  an  officer  serving  on  agreement  upon  satisfactory 
completion  of  the  tour  of  service  required  by  his  agreement,  for  the 
period  of  resident  service,  the  period  of  vacation  or  annual  leave 
earned  and  taken  and,  if  appropriate,  the  period  of  direct  journey  to 
Hong  Kong  on  first  appointment.  Such  gratuity  will  be  payable  as  a 
percentage  of  total  basic  salary  of  substantive  rank  drawn  during  the 
agreement  period,  at  the  rate  specified  in  the  agreement.  In  the  event 
of  the  officer's  death  during  the  tour  of  service,  the  amount  of 
gratuity  earned  will  be  paid  to  his  estate. 

(2)  The  gratuity  relating  to  the  period  of  the  journey  to  Hong  Kong  on 
first  appointment,  where  applicable,  and  for  the  period  of  resident 
service  completed  will  be  paid  not  earlier  than  four  clear  working 
days  before  the  officer's  departure  on  end-of- agreement  leave;  that 
relating  to  the 


/officer’s 


(*  A  "gratuity"  may  be  described  as  a  "resettlement  grant"  in  the  case  of  an  officer  to  whom  the 
U.K.  Teachers'  Superannuation  Acts  apply.) 


Amendment  No.  5(a)/86 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


614.  (2)  officer's  end-of-agreement  leave  will  be  paid  on  the  expiry  of  such 

(Cont'd)  leave.  In  the  case  of  an  agreement  officer  on  annual  leave  terms,  the 

gratuity  relating  to  the  completed  period  of  service  is  normally  paid 
not  earlier  than  four  clear  working  days  before  the  commencement  of 
the  officer's  final  annual  leave  if  it  is  taken  at  the  end  of  the 
agreement,  and  that  relating  to  the  final  annual  leave  is  paid  on  the 
expiry  of  the  leave.  If,  however,  the  final  annual  leave  is  not  taken  at 
the  end  of  the  agreement,  the  gratuity  is  paid  not  earlier  than  four 
working  days  before  the  completion  of  the  agreement,  (also  see  (4) 
below) 

(3)  (a)  If  an  officer's  Head  of  Department  considers  that  payment  of 

the  gratuity  which  falls  due  to  be  paid  to  the  officer  should  be 
withheld,  or  if  there  is  any  change  in  the  date  of  the  officer's 
departure  on  leave  on  completion  of  the  agreement,  the  Head  of 
Department  should  give  notice  to  the  Director  of  Accounting 
Services  at  least  one  month  before  the  due  date  for  gratuity 
payment  or  before  the  officer's  departure  on  leave  (for  the 
attention  of  the  officer- in-charge  of  the  Pensions  Division), 
with  copies  to  the  Secretary  for  the  Civil  Service  and  the 
Commissioner  of  Inland  Revenue. 

(b)  If  the  Director  of  Accounting  Services  is  not  given  any 
instructions  to  withhold  payment  or  notified  of  any  change  of 
the  officer's  departure  date  within  the  time  limit  specified  in  (a) 
above,  the  Director  of  Accounting  Services  will  automatically 
arrange  payment  of  gratuity  to  the  officer  concerned. 

(c)  If  during  the  one  month  prior  to  the  due  date  for  gratuity 
payment  or  prior  to  the  officer's  departure  on  leave,  his  Head  of 
Department  considers  that  payment  of  the  gratuity  should  be 
withheld  or  if  there  is  any  change  in  the  date  of  the  officer's 
departure,  the  Head  of  Department  should  immediately  inform 
the  officer-in-charge  of  the  Pensions  Division  of  the  Treasury 
by  telephone,  and  then  forward  the  written  confirmation  to  the 
Treasury  by  hand  (with  copies  to  the  Secretary  for  the  Civil 
Service  and  the  Commissioner  of  Inland  Revenue). 


Amendment  No.  5(b)/86 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


614. 

(Cont’d) 


(4)  Where  a  gratuity  would  have  been  payable  to  an  officer  at  the  end  of 
his  agreement  period  but  for  the  fact  that  his  agreement  has  been 
extended  through  no  fault  of  his  own,  his  Head  of  Department  (or  an 
officer  not  below  the  rank  of  Assistant  Director  duly  authorised  by 
him  to  deal  with  such  matters)  may  approve  an  interim  payment  of 
gratuity  in  respect  of  that  period  of  service  which  has  been 
satisfactorily  completed  as  originally  required  under  the  terms  of  the 
officer's  agreement,  excluding  that  period  of  final  vacation  leave  or 
annual  leave.  The  Director  of  Accounting  Services  should  be  advised 
of  such  approval.  Payment  of  gratuity  in  respect  of  the  extended 
period  of  the  agreement  is  not  due  until  the  officer  has  satisfactorily 
completed  that  further  period.  The  approval  of  the  Secretary  for  the 
Civil  Service  should  be  sought  for  interim  payment  of  gratuity  in 
circumstances  not  mentioned  above. 


Amendment  No.  5(c)/86 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


ADVANCES  OF  SALARY 

General  rules  for  advances  of  salary 


615.  (1)  To  ensure  that  recovery  of  advances  of  salary  approved  under  the 

Regulations  following  can  be  made  by  equal  monthly  instalments  of 
whole  dollars,  the  amount  of  any  such  advance  must  be  in  dollar 
multiples  of  the  number  of  months  over  which  recovery  is  to  be 
made  but  must  not,  in  any  case,  exceed  the  maximum  limit  specified 
in  the  appropriate  Regulation. 

(2)  If  an  officer  leaves  the  service  before  the  expiry  of  the  repayment 
period,  the  outstanding  balance  of  the  advance  together  with  all 
interest  thereon  shall  forthwith  become  due  and  payable  by  the 
officer.  The  total  will  be  recovered  from  him  in  one  lump  sum  by 
deduction  from  any  money  due  by  the  Government  to  the  officer  or 
to  his  legal  personal  representative. 


616.  (1)  With  the  exception  of  advances  made  under  CSR  618(See  CSR 

618(5)),  an  officer  in  receipt  of  an  advance  of  salary  will  not  be 
granted  another  advance  under  the  same  Regulation  until  he  has 
repaid  the  outstanding  advance.  This  rule  may  be  waived  in  special 
circumstances  at  the  discretion  of  the  approving  authority,  provided 
that  the  officer  can  show  that  his  financial  resources  are  sufficient  to 
repay  both  advances  without  pecuniary  embarrassment. 


(2)  An  officer  already  in  receipt  of  an  advance  of  salary  will  not 
normally  be  granted  a  further  advance  under  another  Regulation  until 
he  has  repaid  the  outstanding  advance,  or  can  show  to  the  satisfaction 
of  the  approving  authority  that  his  financial  resources  are  sufficient 
to  repay  both  advances  without  pecuniary  embarrassment. 


(3)  An  officer  who  obtains  an  advance  under  CSR  618-639  and  who, 
through  change  of  circumstances,  no  longer  qualifies  for  that 
advance,  must  inform  the  authorizing  officer,  and  refund  any 
outstanding  amount  immediately. 


617. 


Amendment  No.  46(a)/86 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Dec  96 


June  89 


Apr  87 


Advances  on  moving  house,  on  marriage  and  for  other  specified  expenses 


618  (1)  An  officer  may  apply  for  an  advance  of  salary  not  exceeding  the 

dollar  value  of  MPS  Pt.  21  towards  - 

(a)  necessary  expenses  on  moving  to  new  accommodation; 

(b)  necessary  expenses  arising  on  the  occasion  of  his  marriage  or 
the  marriage  of  his  son  or  daughter; 

(c)  the  funeral  expenses  of  a  dependent; 

(d)  expenses  arising  from  the  commencement  of  his  unmarried 
son’s  or  daughter’s  full-time  overseas  education  but  excluding 
tuition  fee,  boarding  fee  or  daily  subsistence; 

(e)  legal  expenses  incurred  by  him  in  civil  proceedings  or  in  the 
purchase  of  self-occupied  accommodation.  Stamp  duty  on  the 
property  is  excluded. 

(2)  An  application  for  an  advance  under  this  CSR  must  be  made  on  the 
prescribed  form  (GF  421  (Revised  94)).  It  should  be  submitted 
through  the  officer's  department  with  appropriate  supporting 
documentary  evidence  and  must  be  recommended  by  an  officer  of  a 
rank  not  lower  than  Senior  Executive  Officer  for  approval  by  the 
Director  of  Accounting  Services.  An  application  will  not  normally  be 
considered  if  it  is  made  more  than  one  month  before  or  after  the 
event. 


(3)  An  advance  under  this  CSR  will  be  recovered  in  equal  monthly 
instalments  deducted  from  the  officer's  salary  commencing  from  the 
month  following  that  in  which  the  advance  is  made.  Recovery  will  be 
made  within  20  months,  or  before  the  end  of  an  officer's  period  of 
agreement  or  probation  if  this  occurs  in  less  than  20  months. 
Exceptionally,  on  the  recommendation  of  an  officer  not  below  the 
rank  of  Senior  Executive  Officer,  the  Director  of  Accounting 
Services  may  give  approval  for  recovery  to  be  extended  beyond  an 
officer's  period  of  probation  or  agreement  provided  that  this  does  not 
exceed  an  overall  period  of  20  months. 

(4)  An  officer  who  has  yet  to  repay  an  outstanding  advance  approved  for 
any  one  of  the  purposes  under  (1)  will  not  be  granted  a  further 
advance  for  the  same  purpose.  He  may,  however,  apply  for  an 
advance  under  CSR  639. 


[FCH4018W] 


Amendment  No.  40(a)/96 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Apr  87 


Dec  96 


618  (5)  An  officer  is  not  eligible  for  an  advance  under  this  CSR  if  any 

member  of  his  family  (spouse,  parent,  brother,  sister,  son  or  daughter) 
is  applying  for  or  has  already  received  an  advance  relating  to  the 
same  event.  This  provision  will  not  apply  in  divorce  cases  where  both 
parties  involved  are  civil  servants.  Both  officers  will  be  separately 
eligible  for  an  advance  under  1(e). 

619 


Advance  for  a  passage 

620  (1)  The  Director  of  Accounting  Services  may  authorise  an  advance  not 

exceeding  the  dollar  value  of  MPS  Pt.  15  to  cover  the  cost  of  a  direct 
air  or  sea  passage,  railway  fare  or  other  appropriate  forms  of  travel 
from  and  back  to  Hong  Kong  for  an  officer  on  pensionable, 
agreement  or  month-to-month  terms  in  connection  with  the  serious 
illness  or  death  of  his  spouse,  a  parent,  a  child,  a  brother,  a  sister  (or 
half  brother,  half  sister)  not  in  Hong  Kong.  Alternatively,  the  advance 
may  be  in  respect  of  the  cost  of  travelling  for  the  officer's  spouse. 

(2)  An  advance  under  this  CSR  will  be  recovered  in  equal  monthly 
instalments  deducted  from  the  officer's  salary  within  20  months,  or 
before  the  end  of  the  officer's  period  of  probation  or  agreement, 
whichever  period  is  the  shorter,  commencing  from  the  month 
following  that  in  which  the  advance  is  made.  Exceptionally,  on  the 
personal  recommendation  of  the  Head  of  Department  and  with  the 
approval  of  the  Director  of  Accounting  Services,  the  recovery  of  an 
advance  from  an  officer  on  probation  may  be  extended,  but  not 
exceeding  an  overall  period  of  24  months. 

621 


[FCH4018W] 


Amendment  No.  40(b)/96 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Jul  2000  Advance  on  going  on  approved  leave  outside  Hong  Kong 

Jul  2000  622  (1)  Prior  to  departure  on  approved  leave  or  study  leave  outside  Hong 

Kong,  an  officer  on  pensionable,  agreement  or  month-to-month  terms 
or  any  officer  going  on  study  leave  may  receive  locally  an  advance  of 
up  to  three  months'  salary  as  follows  : 


(a)  Where  an  officer’s  leave  is  not  less  than  28  days 

(i)  He  may  receive  an  advance  of  one  month's  salary  for  the 
month  in  which  he  commences  his  leave  outside  Hong 
Kong;  or 

(ii)  If  the  period  of  leave  extends  to  the  following  month’s 
pay  date,  he  may  choose  to  receive  an  advance  of  one 
month’s  salary  for  the  following  month. 


(b)  Where  an  officer's  leave  is  not  less  than  56  days 

(i)  He  may  receive  an  advance  of  two  months’  salary  for  the 
two  consecutive  months  starting  from  the  one  in  which  he 
commences  his  leave  outside  Hong  Kong;  or 

(ii)  If  the  period  of  leave  extends  to  the  pay  date  of  the  third 
month  starting  from  the  one  in  which  he  leaves  Hong 
Kong,  he  may  choose  to  receive  an  advance  of  two 
months'  salary  for  the  two  months  immediately  following 
the  one  in  which  he  leaves  Hong  Kong. 


(c)  Where  an  officer’s  approved  absence  on  leave  is  for  three 
months  or  more,  an  advance  of  three  months’  salary  may 
be  approved  in  exceptional  circumstances 

(i)  He  may  receive  an  advance  of  three  months'  salary  for  the 
three  consecutive  months  starting  from  the  one  in  which 
he  commences  his  leave  outside  Hong  Kong;  or 

(ii)  If  the  period  of  leave  extends  to  the  pay  date  of  the  fourth 
month  starting  from  the  one  in  which  he  leaves  Hong 
Kong,  he  may  choose  to  receive  an  advance  of  three 
months'  salary  for  the  three  months  immediately 
following  the  one  in  which  he  leaves  Hong  Kong. 


[FCH4018W] 


Amendment  No.  40(a)/2000 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Jul  2000 


Jul  2000 


(2)  Applications  for  such  advances  should  be  accompanied  by  the 
following  certificate  - 

"In  receiving  my  full  salary  for  the  month(s)  of  . 

20 .  I  agreed  that  any  overpayment  in  this  respect  which 

may  arise,  through  any  cause,  will  be  refunded  by  me 
immediately,  or  alternatively,  may  be  deducted  by  the 
Government  of  the  Hong  Kong  Special  Administrative 
Region  from  any  further  sums  due  to  me,  or  to  my  estate. 


Name 


Signed  : 


I.D.  No  : 


Date 


They  have  to  be  made  to  the  Heads  of  Department/Heads  of  Grade 
well  in  advance  so  that  the  approved  applications  could  reach 
Director  of  Accounting  Services  at  least  one  month  before  the 
expected  date  of  departure. 


Advances  on  first  appointment  or  transfer 

623  (1)  An  officer  selected  from  outside  Hong  Kong  on  first  appointment  or 

on  transfer  may  receive,  not  earlier  than  one  month  before  departure 
for  Hong  Kong,  an  advance  of  salary  in  a  round  sum  not  exceeding 
one  month's  salary  from  an  authorised  agent  of  the  Government  of 
the  Hong  Kong  Special  Administrative  Region.  Such  an  advance  will 
be  recovered  in  six  equal  monthly  instalments  commencing  from  the 
month  following  that  in  which  the  officer  arrives  in  Hong  Kong. 


[FCH4018W] 


Amendment  No.  40(b)/2000 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


623  (2)  An  officer  who  has  received  an  advance  under  paragraph  (1)  above 

may,  on  arrival  in  Hong  Kong  and  with  the  authority  of  his  Head  of 
Department,  also  receive  an  advance  in  a  round  sum  not  exceeding 
one  month's  salary  provided  that  written  application  is  made  within 
two  weeks  of  arrival  in  Hong  Kong.  The  officer  must  state  the 
amount  of  any  advance  he  has  received  under  paragraph  (1)  above. 
An  advance  made  under  this  paragraph  will  be  recovered  in  six  equal 
monthly  instalments  commencing  from  the  month  following  that  in 
which  it  was  made. 

(3)  An  eligible  officer  who  has  not  received  an  advance  under  paragraph 
(1)  above  may,  with  the  authority  of  his  Head  of  Department,  receive 
an  advance  in  a  round  sum  not  exceeding  two  month's  salary 
provided  that  written  application  is  made  within  two  weeks  of  arrival 
in  Hong  Kong,  and  the  officer  confirms  that  he  has  not  received  an 
advance  under  paragraph  (1)  above.  The  advance  will  be  recovered  in 
six  equal  monthly  instalments  commencing  from  the  month 
following  that  in  which  it  was  made. 


Advance  in  cases  of  domestic  calamity  or  serious  illness 

Dec  96  624  (1)  A  Head  of  Department  may  approve  an  advance  of  salary  not 

exceeding  the  dollar  value  of  MPS  Pt.  30  or  three  months'  salary, 
whichever  is  the  lesser,  in  circumstances  where  an  officer  is  faced 
with  expenditure  arising  from  unforeseen  domestic  calamity  or 
serious  illness  including  medical  treatment  for  the  officer  (or  his 
dependants  not  covered  by  Civil  Service  Regulations)  provided  the 
officer  can  show  that  he  could  not  reasonably  have  been  expected  to 
make  prior  provision  for  the  expenditure  and  that  financial  hardship 
is  involved. 

(2)  Advance  under  this  Regulation  will  be  recovered  by  ten  equal 
monthly  deductions  from  the  officer's  salary.  A  Head  of  Department 
may  extend  the  repayment  period  to  not  exceeding  20  equal  monthly 
instalments  in  cases  of  exceptionally  genuine  hardship. 

Oct  90  (3)  In  forwarding  the  necessary  payment  vouchers  to  the  Director  of 

Accounting  Services,  the  purpose  of  the  advance  should  be  stated. 


[FCH4018W] 


Amendment  No.  40(d)/96 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Advance  on  the  death  of  an  officer 

625  (1)  When  an  officer  dies  in  the  service,  it  is  the  responsibility  of  the 

Head  of  Department  to  enquire  at  once  whether  the  dependants  of  the 
deceased  officer  are  left  without  adequate  means  of  support  during 
the  period  required  to  settle  his  estate  and  if  so  to  apply  to  the 
Director  of  Accounting  Services  for  a  lump  sum  advance  towards 
funeral  and  other  expenses,  and/or  a  monthly  alimentary  allowance. 
The  application  should  be  made  by  memorandum,  by  fax  if 
Jul  2000  necessary,  stating  - 

(a)  whether  or  not  the  deceased  left  a  will; 

(b)  the  name  of  the  person  applying  and  his/her  relationship  to  the 
deceased;  and 

(c)  what  evidence  exists  of  this  relationship. 

(2)  When  an  officer  dies  intestate  and  whose  next  of  kin  are  not  in  Hong 
Kong,  the  Head  of  Department  should  inform  the  Chief  Probate 
Officer,  Probate  Registry  in  the  Judiciary  and  make  suitable 
arrangements  for  a  simple  and  decent  burial.  An  application  should 
be  made  to  the  Director  of  Accounting  Services  for  an  advance  of  a 
sum  not  exceeding  the  dollar  value  of  MPS  Pt.21  to  meet  the  cost  of 

Jul  2000  the  funeral  expenses.  The  application  should  be  made  by 

memorandum,  to  be  sent  by  fax,  stating  - 

(a)  whether  the  Chief  Probate  Officer,  Probate  Registry  in  the 
Judiciary  has  been  requested  and  has  agreed  to  administer  the 
estate  of  the  deceased  officer;  and 

(b)  the  name  and  place  of  his  next  of  kin,  if  any. 

(3)  Where  an  advance  is  given  under  regulation  (2)  above,  the  Head  of 
Department  must  render  full  accounts  and  arrange  to  refund  the 
unspent  balance,  if  any,  to  the  Director  of  Accounting  Services 
within  14  days  following  the  burial. 

(4)  The  Director  of  Accounting  Services  may  make  such  advances  under 
regulations  (1)  or  (2)  above  as  he  considers  appropriate  having  regard 
to  the  full  circumstances  of  the  case  and  provided  that  there  is 
sufficient  money  outstanding  by  way  of  salary,  gratuity  or  pension  to 
cover  the  advance. 

626  -  630 


[FCH4018W] 


Amendment  No.  41(a)/2000 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


June  84 


Jul  2000 

Jul  2000 

Jul  2000 


[FCH4018W] 


Chinese  New  Year  Salary  Advance 

631  A  salary  advance  may  be  given  to  certain  officers  before  Chinese  New 
Year.  The  date  of  payment  will  be  determined  by  the  Director  of 
Accounting  Services. 

632 

Loans  secured  against  final  leave  salary  and  either  contract  gratuity  in  respect 
of  the  leave  or  commuted  pension  gratuity 

633  (1)  Officers  who  will  proceed  on  pre-retirement  leave  following  approval 

of  retirement  from  the  Civil  Service  or  who  will  proceed  on  terminal 
leave  upon  completion  of  agreement  and  leave  the  service  may  apply 
for  an  interest-bearing  loan  under  this  regulation.  The  amount  of  the 
loan  may  not  exceed  either  one  of  the  following  - 

(a)  the  applicant’s  pre-retirement  leave  salary  and  elected 
commuted  pension  gratuity/short-service  gratuity  less  interest; 
or 

(b)  the  applicant's  end-of-contract  leave  salary,  frozen  leave  salary 
(in  the  case  of  a  re-employed  pensioner)  and  contract  gratuity  in 
respect  of  leave  less  interest. 

The  rate  of  interest  will  be  promulgated  by  Treasury  circular 
memoranda 

(2)  An  officer  who  resigns  or  retires  in  the  public  interest  or  is 
compulsorily  retired  with  deferred  pension  benefits  (other  than  an 
officer  who  is  compulsorily  retired  with  immediate  pension  benefits 
under  CSR  383)  or  is  being  dismissed  from  the  service  or  has  applied 
for  re-employment  after  retirement  or  a  renewal  of  contract  or  is 
subject  to  or  is  likely  to  be  subject  to  any  formal  disciplinary  or 
criminal  or  Section  12  of  the  Public  Service  (Administration)  Order 
proceedings  will  not  be  eligible  for  a  loan  under  this  regulation. 

(3)  An  officer  who  has  applied  for  an  advance  of  salary  not  exceeding 
two  months'  salary  under  CSR  622  and/or  who  has  yet  to  repay  a  loan 
outstanding  to  the  Government  may  also  apply  for  a  loan  under  this 
regulation.  The  maximum  amount  of  the  loan  granted  will  be 
correspondingly  reduced  by  the  same  amount  of  the  advance  of 
salary  obtained  under  CSR  622  as  well  as  any  other  outstanding  loans 
which  are  interest-free.  An  officer  who  has  applied  for  an  advance  of 
a  loan  under  this  regulation  will  not  be  eligible  for  an  advance  of 
salary  for  the  third  month  under  CSR  622. 
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Jul  2000  633  (4)  Subject  to  (5),  an  officer  must  repay  in  full  from  the  loan  granted 

under  this  regulation  all  his  outstanding  salaries  tax  unless  the 
Commissioner  of  Inland  Revenue  agrees  otherwise  and  other  interest- 
bearing  loans  due  to  the  Government  (e.g.  downpayment  loan, 
housing  loan  etc). 

Jul  2000  (5)  If  the  amount  of  loan  applied  under  this  regulation  is  less  than  the 

maximum  amount  after  the  reduction  specified  in  (3),  the  amount  of 
interest-bearing  loans  due  to  the  Government  to  be  repaid  from  the 
loan  granted  may  be  correspondingly  reduced. 

(6)  Recovery  of  the  loan  and  the  interest  chargeable  on  the  loan,  which  is 
subject  to  a  minimum  amount  of  $500,  will  be  met  by  deduction  from 
the  officer’s  final  leave  salary,  contract  gratuity  in  respect  of  the 
leave  or  commuted  pension  gratuity,  and  any  other  monies  due  to 
him  or  to  his  estate  from  the  Government. 

(7)  Application  for  a  loan  under  this  regulation  must  be  made  on  a 
standard  application  form,  submitted  through  the  officer's  Head  of 
Department  for  approval  by  the  Director  of  Accounting  Services. 
The  application  should  be  recommended  by  an  officer  of  a  rank  not 
lower  than  Chief  Executive  Officer  or  equivalent  who  normally  deals 
with  personnel  matters  in  his  department.  It  must  reach  the  Treasury 
and  other  relevant  departments  at  least  three  months  before  the 
officer  proceeds  on  pre-retirement  or  terminal  leave  upon  completion 
of  agreement  if  payment  of  the  loan  is  required  to  be  arranged  before 
the  commencement  of  the  officer's  leave. 

(8)  Even  if  it  is  agreed  to  grant  a  loan  under  (1)  above,  the  Government 
is  not  thereby  automatically  obliged  to  grant  the  full  amount  for 
which  the  officer  has  applied  for.  For  an  applicant  leaving  the 
service  without  a  monthly  pension,  a  sum  equivalent  to  five  days' 
salary  or  a  greater  sum  as  may  be  determined  by  the  Director  of 
Accounting  Services  will  be  retained  to  meet  any  contingent  payment 
of  monies  due  to  the  Government.  A  further  amount  equivalent  to 
his  outstanding  salaries  tax  as  assessed  by  the  Commissioner  of 
Inland  Revenue  may  also  be  withheld. 

Dec  96  (9)  The  Director  of  Accounting  Services  shall  have  the  absolute  right  and 

discretion  to  refuse  any  application  for  a  loan  under  this  regulation 
without  giving  reasons  for  the  refusal. 

634  -  638 
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Advance  in  the  other  circumstances 

639  Advances  in  circumstances  not  covered  by  other  Regulations  may  in 
exceptional  cases  be  approved  at  the  discretion  of  the  Secretary  for  the 
Civil  Service  and  recovered  as  directed  by  him.  Interest  may  be  charged 
on  the  whole  or  any  part  of  the  advance  at  a  rate  determined  by  the 
Secretary  for  Financial  Services  and  the  Treasury. 

640  -  659 


[FCH4018W] 
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June  0 1  OVERTIME  AND  RELATED  ALLOWANCES 

(662-680) 

General 

662  Overtime  is  work  undertaken  over  and  beyond  an  officer’s  conditioned 

hours,  regardless  of  the  day  or  time  of  day  on  or  at  which  it  is  undertaken. 

663  (1)  Heads  of  Departments  have  a  responsibility  to  determine  the  staff 

complement  required  to  deliver  departmental  services  efficiently  and 
effectively.  Overtime  work  may  be  undertaken  only  when  it  is 
unavoidable.  It  is  a  Head  of  Department's  duty  to  ensure  that 
overtime  work  is  kept  to  the  absolute  minimum  compatible  with 
operational  requirements,  and  that  at  all  times  it  is  strictly  controlled 
and  properly  supervised.  Apart  from  exceptional  circumstances 
which  are  unforeseen,  overtime  must  be  authorised  in  advance  by  a 
Head  of  Department  or  an  officer  who  is  ineligible  for  Overtime 
Allowance  or  Disciplined  Services  Overtime  Allowance  and  who  has 
been  nominated  for  this  purpose  by  a  Head  of  Department  personally. 

(2)  Regular  or  excessive  overtime  is  not  in  the  interest  of  staff  or  the 
service  and  should  be  avoided  as  far  as  possible.  Such  work  should 
be  strictly  limited,  properly  controlled  and  compensated  by  a 
consolidated  overtime  allowance  at  a  rate  less  than  that  for  occasional 
overtime.  Heads  of  Departments  should  review  the  overtime 
situation  at  least  annually  with  a  view  to  identifying  any  problems 
and  taking  rectification  measures. 

(3)  Heads  of  Departments  should  set  a  ceiling  for  the  overtime  hours 
which  an  officer  may  undertake  within  a  month.  The  ceiling  should 
normally  be  set  at  60  hours  in  a  month,  or  at  a  lower  level  if  the 
Heads  of  Departments  see  fit.  Cases  where  an  officer  is  required  to 
undertake  overtime  work  beyond  the  ceiling  should  be  approved  by  a 
Head  of  Department,  or  an  officer  at  directorate  rank  who  is 
nominated  for  the  purpose. 

(4)  It  is  a  Head  of  Department’s  duty  to  ensure  that  satisfactory 
procedures  are  maintained  for  administering  overtime  and  authorising 
claims  for  compensation  of  the  overtime  performed,  and  that  records 
are  kept  showing  the  work  performed  during  an  overtime  period  and 
the  actual  times  at  which  an  officer  commences  and  ceases  to  work 
overtime. 

(5)  The  Secretary  for  the  Civil  Service  may,  from  time  to  time,  lay  down 
rules  and  procedures  concerning  overtime  and  compensation  of 
overtime. 
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Compensation  of  Overtime 

664  Overtime  should  normally  be  compensated  by  time  off  in  lieu.  Where  this 
is,  or  is  likely  to  be,  impracticable  within  one  month  of  the  date  on  which 
the  overtime  is  worked,  an  Overtime  Allowance,  or  Disciplined  Services 
Overtime  Allowance  as  appropriate,  may  be  paid  to  eligible  civilian  and 
disciplined  services  officers  respectively,  subject  to  the  provisions  of  CSR 
667.  An  officer  may,  however,  opt  for  time  off  in  lieu  at  a  later  date 
instead  of  an  allowance,  subject  to  the  exigencies  of  the  service. 

665  Compensation  of  overtime  performed  is  only  granted  for  the  time  worked 
in  excess  of  conditioned  hours  in  a  standard  working  week  or  fortnight,  or  a 
specified  period  of  duty  in  which  the  total  hours  of  attendance  of  an  officer 
do  not  fall  short  of  his  conditioned  hours,  as  the  case  may  be.  For  the 
purpose  of  this  regulation,  a  standard  working  week  or  fortnight  ends  at 
midnight  on  a  Sunday,  a  specified  period  of  duty  ends  at  midnight  of  the 
last  day  of  the  specified  period  of  duty. 

666  Where  an  officer  is  absent  on  approved  leave,  or  is  absent  for  any  other 
authorised  purpose,  during  a  week  or  fortnight  in  which  overtime  is 
worked,  he  will  be  regarded,  for  the  purpose  of  compensating  the  overtime 
he  has  performed,  as  having  worked  normal  hours  on  each  day  of  approved 
leave  or  absence. 

667  A  minimum  period  of  one  hour  of  overtime  in  respect  of  any  one  shift  must 
be  worked  before  Overtime  Allowance  or  Disciplined  Services  Overtime 
Allowance  is  payable.  This  minimum  period  may  be  either  at  the  start  or  at 
the  finish  of  a  shift,  or  partly  at  both.  Provided  that  the  minimum  period 
has  been  worked,  Overtime  Allowance  or  Disciplined  Services  Overtime 
Allowance  is  payable  in  respect  of  that  period,  and  thereafter  on  a  half- 
hourly  basis.  Periods  of  overtime  of  less  than  one  hour  per  shift  and 
periods  beyond  the  first  hour  which  are  not  complete  half-hours  may  be 
recompensed  only  by  time  off  in  lieu  and  may  not  be  accumulated  for  the 
purpose  of  claiming  Overtime  Allowance  or  Disciplined  Services  Overtime 
Allowance. 


668  (1)  Heads  of  Departments  should  avoid  accumulation  of  large  amount  of 

uncompensated  overtime  hours  by  officers.  Heads  of  Departments 
should  set  a  ceiling  on  the  accumulation  of  uncompensated  overtime 
hours  by  an  officer  at  any  one  time.  The  ceiling  should  normally  be 
set  at  180  hours,  or  at  a  lower  level  if  the  Heads  of  Departments  see 
fit.  Cases  where  an  officer  is  required  to  undertake  overtime  work 
exceeding  the  ceiling  should  be  approved  by  a  Head  of  Department, 
or  an  officer  at  directorate  rank  who  is  nominated  for  the  purpose. 


(2) 


Heads  of  Departments  shall  as  far  as  practicable  clear  the  overtime 
balance  which  an  officer  has  accumulated  before  the  officer  is 
transferred  to  another  posting. 
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(A)  Time  Off  In  Lieu 

669  (1)  Time  off  is  the  normal  recompense  for  overtime  work.  Time  off  is 

granted  on  a  one-for-one  basis  during  an  officer’s  resident  service  for 
the  overtime  performed. 

(2)  Granting  of  time  off  is  subject  to  exigencies  of  service.  Heads  of 
Departments  should  decide  in  the  light  of  their  management  and 
operational  need  under  what  circumstances  granting  of  time  off  is 
considered  appropriate  and  practicable. 

(B)  Overtime  Allowance 
Eligibility  for  Overtime  Allowance 

670  Officers  in  ranks  whose  scale  maxima  are  on  or  below  Point  25  and  whose 
scale  minima  are  on  or  below  Point  19  of  the  Master  Pay  Scale  are  eligible 
for  Overtime  Allowance,  with  the  following  exceptions  : 

(a)  officers  in  administrative  and  professional  grades,  regardless  of  rank 
or  pay  point; 

(b)  officers  remunerated  from  the  Police  Pay  Scale  and  General 
Disciplined  Services  Pay  Scales; 

(c)  officers  in  departmental  grades  of  the  Independent  Commission 
Against  Corruption; 

(d)  teaching  staff; 

(e)  officers  remunerated  from  the  Training  Pay  Scale  and  other  officers 
under  training  who  are  required  to  attend  for  duty  beyond 
conditioned  hours  in  connection  with  their  training; 

(f)  officers  in  the  following  ranks  who  are  provided  with  quarters  at  or 
near  their  place  of  work,  unless  they  are  not  so  provided  and  have 
worked  in  excess  of  their  conditioned  hours  : 

Estate  Assistant  Property  Attendant 

Senior  Estate  Assistant  Head  Property  Attendant 

Chief  Estate  Assistant 

Aug  2007  In  the  case  of  an  officer  acting  in  another  office,  eligibility  of  the  officer 

for  Overtime  Allowance  will  be  determined  by  the  rank  of  the  acting 
office.  However,  concurrent  payment  of  acting  allowance  and  Overtime 
Allowance  will  be  subject  to  the  provisions  of  CSR  172(12). 
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Apr  2009 


Rates  of  Overtime  Allowance 

671  (1)  The  normal  hourly  rate  of  Overtime  Allowance  is  1/140  of  an 

officer’s  monthly  salary.  For  daily-rated  staff  the  normal  rate  is  one 
and  a  half  times  hourly  pay.  Where  an  officer’s  conditioned  hours 
are  44  gross  per  week,  the  hourly  rate  in  respect  of  the  first  four 
hours  overtime  in  any  week  for  which  an  allowance  may  be  claimed 
is  1/210  of  monthly  salary. 

(2)  If  exceptional  approval  is  given  under  CSR  172(12)  for  concurrent 
payment  of  acting  allowance  and  Overtime  Allowance,  acting 
allowance  may  be  counted  for  the  purpose  of  Overtime  Allowance 
only  where  the  overtime  is  related  to  the  office  in  a  higher  rank  in 
which  an  officer  acts  or  doubles  up,  and  provided  that  the  overtime 
would  be  necessary  even  if  the  office  was  filled  by  its  substantive 
holder. 

672  Where  an  officer  works  more  than  150  hours  overtime  in  a  calendar 
month,  a  Head  of  Department  may  authorise  the  payment  of  a  consolidated 
overtime  allowance  at  the  rate  of  1/210  of  monthly  salary  per  hour  to  any 
hours  worked  in  excess  of  150  hours  overtime  a  month.  This  authority 
may  not  be  further  delegated  to  an  officer  below  the  rank  of  Assistant 
Director  or  equivalent  rank. 

(C)  Disciplined  Services  Overtime  Allowance 

673  Certain  officers  in  disciplined  services  who  are  required  to  undertake 
unavoidable  duties  over  and  beyond  their  conditioned  hours  of  work  may 
receive  a  Disciplined  Services  Overtime  Allowance.  CSR  662  to  CSR  669 
and  CSR  677  to  CSR  678  apply  to  these  officers,  except  where  special 
arrangements  are  approved  by  the  Secretary  for  the  Civil  Service  to  cater 
for  specific  work  situations. 

Eligibility  for  Disciplined  Services  Overtime  Allowance 

61A  The  following  officers  are  eligible  for  Disciplined  Services  Overtime 
Allowance  - 

(a)  those  remunerated  from  the  General  Disciplined  Services  (Rank  and 
File)  Pay  Scale; 

(b)  those  whose  scale  maxima  are  on  or  below  Point  26  of  the  General 
Disciplined  Services  (Officer)  Pay  Scale.  Exceptionally  officers 
filling  designated  posts  in  the  rank  of  Chief  Officer  in  the 
Correctional  Services  Department  and  in  the  rank  of  Assistant 
Superintendent  in  the  Customs  and  Excise  Department  may,  with  the 
prior  approval  of  the  Secretary  for  the  Civil  Service,  receive  the 
allowance; 
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(c)  those  whose  scale  maxima  are  on  or  below  Point  48  of  the  Police  Pay 
Scale;  and 

(d)  those  whose  scale  maxima  are  on  or  below  Point  35  of  the 
Independent  Commission  Against  Corruption  Salary  Scale. 

In  the  case  of  an  officer  acting  in  another  office,  eligibility  of  the  officer 
for  Disciplined  Services  Overtime  Allowance  will  be  determined  by  the 
rank  of  the  acting  office.  However,  concurrent  payment  of  acting 
allowance  and  Disciplined  Services  Overtime  Allowance  will  be  subject  to 
the  provisions  of  CSR  172(12).  Officers  under  training  who  are  required 
to  attend  for  duty  beyond  their  conditioned  hours  of  work  in  connection 
with  their  training  are  not  eligible  for  the  allowance. 

Rate  of  Disciplined  Services  Overtime  Allowance 

675  The  hourly  rate  of  Disciplined  Services  Overtime  Allowance  is  1/175  of  an 
officer's  monthly  salary.  If  exceptional  approval  is  given  under  CSR 
172(12)  for  concurrent  payment  of  acting  allowance  and  Disciplined 
Services  Overtime  Allowance,  acting  allowance  may  be  counted  for  the 
purpose  of  Disciplined  Services  Overtime  Allowance  only  where  the 
overtime  is  related  to  the  office  in  a  higher  rank  in  which  an  officer  acts  or 
doubles  up,  and  provided  that  the  overtime  would  be  necessary  even  if  the 
office  was  filled  by  its  substantive  holder. 

676  The  amount  of  Disciplined  Services  Overtime  Allowance  receivable  by  an 
eligible  officer  in  a  named  calendar  month  may  not  exceed  a  sum  which, 
taken  together  with  the  officer’s  monthly  salary  (including  acting 
allowance,  subject  to  CSR  172(12)),  would  be  greater  than  the  value  of  - 

(a)  Point  50  of  the  Police  Pay  Scale  in  the  case  of  Chief  Inspectors  of 
Police; 

(b)  Point  47  of  the  Police  Pay  Scale  in  the  case  of  Police  officers  below 
the  rank  of  Chief  Inspector  of  Police; 

(c)  Point  31  of  the  General  Disciplined  Services  (Officer)  Pay  Scale  in 
the  case  of  officers  (other  than  those  referred  to  in  (d)  below)  in  the 
Fire  Services  Department,  Correctional  Services  Department, 
Customs  &  Excise  Department,  Immigration  Department  and 
Government  Flying  Service; 

(d)  Point  34  of  the  General  Disciplined  Services  (Officer)  Pay  Scale  in 
the  case  of  officers  filling  designated  posts  in  the  rank  of  Chief 
Officer  in  the  Correctional  Services  Department  and  in  the  rank  of 
Assistant  Superintendent  in  the  Customs  and  Excise  Department  who 
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676  (d)  are  exceptionally  eligible  for  the  Disciplined  Services  Overtime 
(Corn'd)  Allowance  under  CSR  674(b);  and 

Apr  2009  (e)  Point  37  of  the  Independent  Commission  Against  Corruption  Salary 

Scale  in  the  Independent  Commission  Against  Corruption. 

Standby 

677  (1)  An  officer  who  is  required  to  stand-by  at  his  place  of  work  beyond 

his  conditioned  hours  should  be  compensated  by  time  off  in  lieu,  or 
where  granting  of  time  off  is,  or  is  likely  to  be  impracticable  within  a 
reasonable  period,  an  allowance  may  be  paid  to  officers  who  are 
eligible  for  Overtime  Allowance  or  Disciplined  Services  Overtime 
Allowance.  An  officer  provided  with  quarters  at  or  near  his  place  of 
work  is  not  eligible  under  this  regulation. 

(2)  Stand-by  duty,  when  compensated  in  the  form  of  time  off,  shall  be 
compensated  at  the  ratio  of  3  to  2:  i.e.,  3  hours  of  standby  duty  to  be 
compensated  by  2  hours  of  time  off. 

(3)  Stand-by  duty,  when  compensated  in  the  form  of  an  allowance,  the 
normal  hourly  rate  is  1/210  of  monthly  salary  of  officers  eligible  for 
Overtime  Allowance,  or  officers  eligible  for  Disciplined  Services 
Overtime  Allowance. 

(4)  Cases  of  prolonged  stand-by  duties  involving  more  than  150  hours  a 
month  should  be  brought  to  the  attention  of  the  Secretary  for  the 
Civil  Service  for  determination  of  an  appropriate  rate  of  allowance. 

On  Call 

678  (1)  Any  period  beyond  an  officer’s  conditioned  hours  where  the  officer 

is  required  to  be  on  call  either  at  home  or  in  another  location  or 
through  a  pager  so  that  he  is  continuously  and  immediately  available 
to  report  for  duty  if  required,  is  not  regarded  as  overtime.  An  On-call 
Duty  Allowance  may  however  be  payable  to  officers  performing  on- 
call  duties  provided  that  the  following  criteria  are  met : 

(a)  the  officer  is  required  to  be  on  call  regularly,  either  as  a 
continuous  commitment  or  a  regularly  recurrent  commitment  in 
accordance  with  a  pre-determined  pattern  of  work.  The  officer 
must  be  on  call  for  no  less  than  96  hours  in  a  calendar  month. 
He  should  normally  be  on  first  call.  An  officer  on  second  call 
will  only  be  eligible  for  the  allowance  if  - 

(i)  he  is  obliged  to  make  himself  available  at  any  time  during 
the  on-call  period;  or 
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678  (1)  (a)  (ii)  he  is  required  to  carry  a  pager  for  contact  by  his  office 

(Cont'd)  outside  working  hours. 

(b)  Officers  on  or  below  MPS  33  are  eligible,  except  - 

(i)  officers  in  the  administrative  and  professional  grades 
regardless  of  rank  or  pay  point; 

(ii)  officers  whose  pay  scales  have  already  taken  into  account 
a  requirement  to  be  on-call; 

(iii)  officers  who  are  already  receiving  an  allowance  which  has 
taken  into  account  a  requirement  to  be  on-call; 

(iv)  officers  provided  with  quarters  at  or  near  their  place  of 
work. 


(c)  In  the  case  of  an  acting  appointment,  eligibility  will  be 
determined  by  reference  to  the  minimum  salary  point  of  the 
rank  in  which  an  officer  carries  out  his  on-call  duty. 


(2)  The  rates  of  the  On-call  Duty  Allowance  are  set  out  at  Annex  4.2. 


Honoraria 

June  01  679  An  officer  may  be  paid  an  honorarium,  on  a  recommendation  by  a  Head  of 

Department  and  subject  to  the  approval  of  the  Secretary  for  Financial 
Services  and  the  Treasury  : 

(a)  for  special  duties  undertaken  outside  the  officer’s  conditioned  hours 
and  outside  the  scope  of  his  normal  duties,  provided  that,  if  the 
officer  is  eligible  for  overtime  allowance,  payment  of  overtime 
allowance  would  be  inappropriate; 

(b)  where  an  officer  who  is  not  eligible  for  overtime  allowance,  and 
whose  salary  does  not  exceed  Point  33  (including  33A  and  33B)  of 
the  Master  Pay  Scale,  has  undertaken  work  beyond  his  conditioned 
hours  in  excess  of  50  hours  during  a  continuous  period  of  three 
months,  for  which  time  off  in  lieu  is  impracticable. 

Officers  acting  in  ranks  with  scale  minima  at  Point  34  or  above  of  the 
Master  Pay  Scale  and  officers  in  administrative  and  professional  grades 
and  in  disciplined  services  are  not  eligible  under  section  (b)  above 
regardless  of  their  substantive  pay  point.  Nor,  normally,  are  officers 
covered  by  CSR  670(d)-(f). 
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680  The  rate  of  an  honorarium  arising  under  CSR  679(a)  will  be  assessed  on 
the  merits  of  the  case.  Rates  arising  under  CSR  679(b)  will  be  hourly  rates 
of  1/210  of  an  officer's  monthly  salary  (including  acting  allowance,  if  any, 
subject  to  CSR  671(2)). 


681  -  684 
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JOB-RELATED  ALLOWANCES 
GENERAL 

685  (1)  Subject  to  prior  approval  by  the  Secretary  for  the  Civil  Service  on  a 

service-wide  or  on  an  individual  basis,  Job-related  Allowances 
(JRAs)  may  be  granted  to  officers  to  compensate  for  aspects  of  work 
which  are  not  normally  expected  of  a  particular  grade  or  rank  and 
which  have  not  been  taken  into  account  in  the  determination  of  their 
pay  scales. 

(2)  There  are  six  categories  of  JRAs: 

(a)  Extraneous  Duties  Allowances  (for  civilian  grades)  and  Extra 
Duties  Allowances  for  Disciplined  Services; 

(b)  Hardship  Allowances  (for  civilian  grades  only); 

(c)  Shift  Duty  Allowance  (for  civilian  grades  only); 

(d)  Rainstorm  Black  Warning  Allowance  and  Typhoon 
Allowance  (for  civilian  grades  only); 

(e)  Special  Allowances  payable  to  disciplined  services  grades; 
and 

(f)  Uniform  (and  Kit)  Allowance. 

(3)  (a)  Unless  specially  approved  otherwise,  eligibility  for  JRAs  for 

civilian  grades  should  be  determined  by  reference  to  a  cut-off 
point  at  MPS  33,  i.e.  payable  up  to  MPS  33  (including  33A, 
33B  and  33C).  Members  of  the  administrative  and 
professional  grades  are  not  eligible  for  JRAs,  regardless  of 
their  pay  points. 

(b)  Unless  specially  approved  otherwise,  eligibility  for  JRAs  for 
disciplined  services  grades  should  normally  be  confined  to 
operational  staff  only  and  may  be  extended  to  officers  up  to 
PPS  48  or  GDS(0)32  (Chief  Inspector  of  Police  or 
equivalent).  Allowance  may  be  paid  to  officers  above  these 
points  only  in  very  exceptional  circumstances. 

(4)  As  a  general  principle,  JRAs  should  not  be  payable  unless  the  officers 
are  required  to  deliver  the  extra  or  unusual  duties  for  such  duration 
and  frequency  as  considered  appropriate  by  the  management  in  the 
light  of  service  need  and  operational  efficiency. 
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(5)  JRAs  should  not  be  paid  for  inherent  duties  of  the  concerned  grade 
and  rank  unless  the  pay  structure  of  the  grade/rank  concerned  is  such 
that  these  duties  cannot  be  reflected  in  the  pay  scale. 

(6)  Payment  of  JRAs  should  not  precede  its  approval  and,  unless 
specified  otherwise,  should  take  effect  from  the  first  day  of  the  month 
following  that  in  which  approval  is  given. 

(7)  Departmental  management  should  ensure  that  proper  procedures  are 
maintained  for  administrating  and  approving  claims  for  JRAs.  They 
should  maintain  well-documented  records  on  the  allowances  granted. 
All  the  JRAs  approved  should  be  reviewed  regularly  to  ensure  that 
they  are  justified  under  the  prevailing  circumstances. 

(8)  It  is  a  Head  of  Department’s  duty  to  ensure  that  all  JRA  payments  are 
fully  justified  by  reference  to  the  terms  of  approval  given  and  are  in 
line  with  present  day  circumstances.  Officers  who  no  longer  meet  the 
payment  criteria  specified  in  the  approval  should  cease  to  receive  the 
allowance  immediately.  Where  there  are  changes  in  operational 
requirements  or  in  circumstances  which  render  the  justifications 
doubtful,  or  where  the  period  of  an  approval  is  about  to  expire,  the 
Head  of  Department  should  review  the  allowance  in  question  to 
determine  whether  payment  of  the  allowance  should  continue  or  not. 
The  Secretary  for  the  Civil  Service’s  prior  approval  should  be  sought 
for  the  continued  payment  of  JRAs  beyond  the  approval  period,  if 
considered  justified. 

(9)  The  Secretary  for  the  Civil  Service  may  issue  from  time  to  time 
principles,  rules  or  procedures  governing  JRAs  in  general  or 
individual  JRAs. 

(A)  Extraneous  Duties  Allowance 

(1)  Subject  to  prior  approval  by  the  Secretary  for  the  Civil  Service,  an 
officer  may  be  granted  an  Extraneous  Duties  Allowance  (for  civilian 
grades)  or  Extra  Duties  Allowance  for  Disciplined  Services  (for 
disciplined  services  grades)  to  compensate  duties  which  are 
extraneous  to  the  job  descriptions  for  the  officers  concerned  and  the 
discharge  of  such  duties  requires  extra  skill  or  imposes  new 
responsibility  not  normally  expected  of  staff  in  the  same  grade  or 
rank. 

(2)  The  rates  of  individual  allowances  are  assessed  by  the  Secretary  for 
the  Civil  Service  based  on  the  merits  of  the  case. 
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(B)  Hardship  Allowance 

687  (1)  Subject  to  prior  approval  by  the  Secretary  for  the  Civil  Service,  a 

civilian  officer  may  be  granted  a  Hardship  Allowance  to  compensate 
duties  performed  in  work  environment  which  may  render  the  officer 
liable  to  bodily  harm  or  physical  impairment  of  a  degree  not  normally 
expected  of  staff  in  the  same  grade  or  rank. 

(2)  The  rates  of  individual  allowances  are  assessed  by  the  Secretary  for 
the  Civil  Service  based  on  the  merits  of  the  case. 

(C)  Shift  Duty  Allowance 

688  (1)  Subject  to  the  provisions  of  CSR  688(2),  an  officer  who  is  required  to 

work  irregular  hours  may  be  eligible  for  a  Shift  Duty  Allowance  if 
such  a  requirement  is  neither  manifestly  inherent  in  the  grade  or  rank 
to  which  he  belongs  nor  reflected  in  his  pay  scale.  A  list  of  ranks 
whose  pay  scales  have  already  been  adjusted  in  recognition  of  the 
requirement  to  work  shifts  and  irregular  hours  is  at  Annex  4.1. 

(2)  A  Head  of  Department  may  approve  payment  of  the  allowance  under 
CSR  688(1)  to  an  officer  who  meets  the  following  payment  criteria  - 

(a)  The  claimant  is  required  to  work  irregular  hours  as  part  of  a 
shift  pattern  which  is  approved  by  the  departmental 
management  as  necessary  on  operational  grounds.  For  the 
purpose  of  this  regulation,  irregular  hours  are  defined  as 
conditioned  hours  worked  between  8:00  p.m.  to  7:00  a.m.  on 
Mondays  to  Saturdays  and  at  any  time  on  Sundays  and  general 
holidays.  Also,  in  no  circumstances  may  overtime  be  counted 
for  the  purpose  of  applying  for  or  claiming  Shift  Duty 
Allowance;  and 

(b)  The  claimant  is  not  provided  with  quarters  at  or  near  his  place  of 
work. 

(3)  There  are  two  rates  of  Shift  Duty  Allowance  :  one  for  irregular  hours 
of  25  to  less  than  50  hours  per  named  calendar  month,  the  other  for 
50  irregular  hours  or  more.  Current  rates  are  shown  in  CSR  Annex 
4.2. 
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(D)  Rainstorm  Black  Warning  Allowance  and  Typhoon  Allowance 

General 

(1)  Payment  of  the  allowances  must  be  authorised  by  a  Head  of 
Department  or  an  officer  who  is  ineligible  for  the  allowances  and  has 
been  nominated  for  this  purpose  by  the  Head  of  Department 
personally. 

(2)  It  is  a  Head  of  Department’s  duty  to  ensure  that  payment  of  the  two 
allowances  is  limited  to  the  absolute  minimum  with  respect  to 
operational  needs  during  the  period  when  Rainstorm  Black  Warning  / 
tropical  cyclone  warning  signal  No.  8  (or  above)  is  in  force.  In  this 
regard,  Heads  of  Department  are  advised  to  maintain  a  duty  roster  for 
their  staff  to  report  for  duty  when  the  Rainstorm  Black  Warning/ 
tropical  cyclone  warning  signal  No.  8  (or  above)  is  in  force. 

(3)  Payment  of  the  two  allowances  does  not  affect  the  eligibility  for 
payment  of  Overtime  Allowance. 

(4)  The  two  allowances  are  not  normally  payable  where  an  eligible 
officer  is  on  duty  at  or  near  a  place  where  he  is  provided  with 
quarters.  However,  if  these  officers  are  required  to  leave  their 
departmental  quarters  to  perform  duties,  the  two  allowances  may  be 
payable  in  respect  of  the  time  when  they  are  on  actual  duty  when  the 
Rainstorm  Black  Warning  /  tropical  cyclone  warning  signal  No.  8  (or 
above)  is  in  force. 

(5)  The  two  allowances  are  not  payable  where  an  officer,  not  required  to 
be  on  duty,  remains  at  his  place  of  work  either  because  he  is  unable  to 
leave  or  because  he  chooses  not  to  do  so. 

(6)  The  hourly  rate  of  both  allowances  is  1/140  of  an  officer’s  monthly 
salary  (including  acting  allowance,  if  the  officer  performs  the  duty 
during  the  Rainstorm  Black  Warning/  tropical  cyclone  warning  signal 
No.  8  (or  above)  in  an  acting  capacity).  The  allowances  are  payable 
on  a  half-hourly  basis. 
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Rainstorm  Black  Warning  Allowance 

690  (1)  Rainstorm  Black  Warning  Allowance  is  payable  to  an  eligible  officer 

who  is  required  to  report  for  duty  when  the  Rainstorm  Black  Warning 
is  in  force. 

(2)  As  a  general  rule,  the  allowance  is  not  payable  to  an  officer  already  at 
his  place  of  work  when  the  Rainstorm  Black  Warning  is  issued. 
Officers  should  not  be  allowed  to  go  home  until  the  normal  working 
hours  are  over  and  only  if  weather  conditions  permit.  However,  if, 
due  to  operational  need,  the  officer  is  required  to  work  outdoor  when 
the  Rainstorm  Black  Warning  is  in  force,  the  Head  of  Department 
may  exceptionally  approve  the  payment  of  the  allowance  having 
regard  to  the  merits  of  individual  cases.  Exceptional  approval  should 
only  be  given  if  the  staff  remain  outdoor  during  the  whole  period  in 
question,  and  the  outdoor  duties  are  proved  to  be  essential  to  the 
operational  needs  of  the  department  during  the  period  concerned. 
Heads  of  Department  should  maintain  full  records  on  all  the 
approvals  granted  and  the  relevant  justifications. 

Typhoon  Allowance 

691  Typhoon  Allowance  is  payable  to  an  eligible  officer  who  is  required  to 
report  for  or  stay  on  duty  at  his  place  of  work  between  the  time  when 
tropical  cyclone  warning  signal  No.  8  (or  above)  is  issued  and  the  time 
when  the  relevant  signal  is  withdrawn.  The  allowance  is  payable  only  in 
respect  of  periods  of  duty  between  these  times. 

(E)  Special  Allowances  for  Disciplined  Services  Staff 

692  Subject  to  prior  approval  by  the  Secretary  for  the  Civil  Service,  a 
disciplined  services  staff  may  be  granted  a  Special  Allowance  to  cater  for 
special  and  unique  circumstances  where  an  allowance  is  considered 
justified.  The  rates  of  individual  allowances  are  assessed  by  the  Secretary 
for  the  Civil  Service  based  on  the  merits  of  the  case. 

(F)  Uniform  (and  Kit)  Allowance 

693  Subject  to  prior  approval  by  the  Secretary  for  the  Civil  Service,  an  officer 
who,  by  virtue  of  his  post,  is  required  to  incur  greater  expenditure  on 
clothing  or  related  items  than  his  counterparts  may  be  granted  a  Uniform 
(and  Kit)  Allowance. 

694  -  709 
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SUBSISTENCE  ALLOWANCES  AND  TRAVELLING  EXPENSES 
(a)  General 

Apr  2010  710  (1)  Necessary  subsistence  and  travelling  expenses  incurred  by  an 

officer  in  connection  with  his  duties  either  within  or  outside 
Hong  Kong  will  be  reimbursed  by  Government,  subject  to  the 
provisions  of  CSRs  710-749. 

Feb  2007  (2)  A  claim  for  subsistence  allowance  must  be  supported  by  a 

certificate  from  the  Head  of  Department  stating  that  it  was 
necessary  for  the  officer  to  be  away  from  his  place  of  residence, 
or  from  Hong  Kong,  as  the  case  may  be,  that  the  officer  was  on 
duty  throughout  the  period  in  question,  that  board  and  lodging 
were  not  provided  at  Government  expense  and  that  no  allowance 
has  previously  been  claimed  for  the  period  in  question  (except  for 
expenses  on  items  covered  under  CSR  713(1)  other  than  those  on 
hotel  accommodation,  which  are  separately  paid  for).  For  the 
purpose  of  this  regulation,  staff  who  are  conditioned  to  work  45 
hours  (net)  per  week  (i.e.  excluding  one  hour  for  lunch)  may 
count  the  one  hour  lunch  break  as  part  of  a  continuous  period  of 
duty. 

Apr  2010  (3)  Before  paying  or  certifying  an  officer’s  claim  for  travelling 

expenses  the  officer  paying  or  certifying  the  claim  must  satisfy 
himself  that  the  expenses  arose  directly  from  the  officer’s  duties 
and  that  the  most  appropriate  fonn  of  transport  was  used  having 
regard  to  operational  needs  and  cost-effectiveness. 

Dec.  97  (4)  Claims  for  reimbursement  (other  than  those  payable  from 

departmental  imprests)  should  be  sent  to  the  Director  of 
Accounting  Services  through  the  officer's  Head  of  Department. 

Feb  2007  (5)  It  is  not  necessary  to  produce  bills  in  support  of  claims  within  the 

nonnal  rates  of  allowance  prescribed  in  CSRs  712  -  713,  but  see 
CSR  715. 

711 
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(b)  Subsistence  Allowance 
Rates  in  Hong  Kong 

712  (1)  An  officer  who  is  directed  by  his  Head  of  Department  to  be  on  duty 

away  from  his  place  of  residence  for  a  continuous  period  of  12  hours 
or  more  in  any  period  of  24  hours  (excluding  travelling  time  from  the 
place  of  residence  to  the  place  of  duty  and  vice  versa),  may  receive  a 
local  subsistence  allowance  at  the  rates  set  out  in  Annex  4.11. 

Feb  2007  (2)  (a)  The  rates  set  out  in  Annex  4.11  do  not  normally  apply  when  an 

officer  is  required  to  work  12  hours  or  more  in  any  period  of  24 
hours  as  part  of  a  shift  system  or  on  a  regular  basis.  An  officer 
who  is  directed  to  be  on  duty  away  from  his  place  of  residence 
for  a  continuous  period  of  12  hours  or  more,  up  to  a  total  of  not 
more  than  10  times  in  a  named  calendar  month,  may  receive  a 
subsistence  allowance  at  the  full  CSR  712(1)  rate.  If  an  officer 
is  directed  to  be  on  such  duty  for  more  than  10  times  in  any 
named  calendar  month,  the  subsistence  allowance  payable  for 
the  11th  and  succeeding  occasions  in  that  month  will  be  50%  of 
the  appropriate  CSR  712(1)  rate.  Approval  should  be  obtained 
from  the  Secretary  for  the  Civil  Service  for  waiver  of  this 
arrangement  in  exceptional  circumstances. 

(b)  Heads  of  Department  should  examine  whether  duty  periods 
lasting  12  hours  or  more  at  any  time  are  essential  from  the 
operational  point  of  view.  Wherever  possible,  duty  periods 
should  be  reduced  to  less  than  12  hours.  Duty  periods  of  12 
hours  or  more  which  are  arranged  to  suit  the  convenience  of 
staff  rather  than  strictly  to  meet  operational  requirements  may 
not  attract  any  subsistence  allowance. 

(3)  The  Secretary  for  the  Civil  Service  may  approve  a  special  subsistence 
allowance  in  special  circumstances. 

July  95  (4)  Heads  of  Departments  may  approve  payment  of  a  lodging  allowance 

to  an  officer  who,  for  duty  purpose,  is  required  to  be  away  from 
home  overnight  and  stay  in  lodging  for  which  he  has  to  pay. 
Approval  is  subject  to  the  following  conditions:- 

(a)  Heads  of  Departments  are  satisfied  that  there  are  operational 
reasons  for  the  officer  concerned  to  stay  away  from  home 
overnight; 

(b)  quotations  are  obtained  to  ensure  that  the  cost  of  the  lodging 
concerned  is  reasonable; 
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(c)  only  shared  accommodation  should  be  provided  as  far  as 
practicable; 

(d)  the  amount  of  the  allowance  to  be  granted  is  no  more  than  the 
actual  cost  of  the  lodging  concerned;  and 

(e)  payment  of  the  allowance  is  subject  to  the  availability  of  funds 
and  on  production  of  receipted  bills. 

Heads  of  Departments  need  not  seek  approval  for  their  own  cases 
provided  that  the  conditions  stipulated  in  paras  (a)  -  (e)  above  are 
met. 


(5)  Claims  for  local  subsistence  and  lodging  allowances  must  be  made 
by  officers  no  later  than  one  month  after  the  event.  It  is  the 
responsibility  of  the  officer  to  ensure  that  each  claim  is  made  within 
the  required  time  limit.  Claims  lodged  outside  the  time  limit  will  not 
be  entertained.  Heads  of  Department  must  submit  all  claims  under 
paras.  (1),  (2),  (3)  and  (4)  above  to  the  Director  of  Accounting 
Services  by  the  end  of  the  month  immediately  following  receipt  of  an 
officer's  claim. 
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Rates  outside  Hong  Kong 

Aug  94  713  (1)  An  officer  who  is  on  duty  outside  Hong  Kong  may  be  granted  a 

subsistence  allowance  at  the  rates  set  out  at  Annex  4.10.  The 
allowance  is  intended  to  cover  the  cost  of  the  appropriate  standard  of 
accommodation  and  meals,  laundry  charges,  casual  entertainment, 
gratuities,  travelling  expenses  within  towns  and  all  minor  incidental 
out-of-pocket  expenses.  A  claim  for  expenses  in  excess  of  the 
standard  rates  set  out  at  Annex  4.10  will  be  considered  under  CSR 
715  but  only  to  the  extent  which  the  Secretary  for  the  Civil  Service 

Mar  96  considers  reasonable.  Other  reimbursable  items  are  specified  in  CSR 

714. 

Feb  2007  (2)  The  subsistence  allowance  is  payable  from  the  night  following 

arrival  in  the  first  place  of  duty  up  to  and  including  the  night  before 
departure  from  the  last  place  of  duty.  The  allowance  specified  under 
this  regulation  does  not  apply  to  officers  on  study  leave  or  training 
outside  Hong  Kong. 

Reduced  rates 

(3)  (a)  The  allowance  payable  to  an  officer  will  be  abated  by  the 

amount  paid  as  subsistence  allowance  to  him  by  other 
organizations. 

Aug  2001  (b)  If  hotel  accommodation  is  covered  by  sponsorship  or  separately 

paid  for,  the  allowance  payable  will  be  reduced  to  40%  of  the 
subsistence  allowance  under  CSR  713(1). 

(c)  If  the  officer,  instead  of  staying  in  a  hotel,  is  provided  with  free 
accommodation  by  a  friend,  relative,  or  another  officer,  or  lives 
in  his  own  house,  the  allowance  payable  will  be  reduced  to  60% 
of  the  subsistence  allowance  under  CSR  713(1). 

Enhanced  rates 

Feb  90  (4)  With  the  approval  of  the  Head  of  Department,  an  officer  may  draw 

an  allowance  made  up  of  the  actual  cost  of  hotel  accommodation 
(excluding  meals  and  sundries)  plus  40%  of  the  subsistence 
allowance  under  CSR  713(1)  under  the  following  circumstances  :- 

(a)  it  is  necessary  to  stay  in  a  particular  hotel  for  operational 
reasons;  or 

(b)  cheaper  hotel  accommodation  is  not  available. 
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713  (5)  With  the  approval  of  the  Head  of  Department,  an  officer  may  draw 

(Cont'd)  an  allowance  made  up  of  the  actual  cost  of  in-town  travelling 

expenses  plus  95%  of  the  subsistence  allowance  under  CSR  713(1). 
The  approval  should  be  subject  to  the  following  conditions 

(a)  the  journeys  made  are  essential; 

(b)  the  most  economical  or  practical  mode  of  transport  is  used  for 
the  particular  journey.  As  a  general  rule  taxis  or  hired  cars  may 
be  used  where  the  visit  programme  is  tight  and/or  where  public 
transport  facilities  in  the  country  concerned  are  inadequate; 

(c)  all  officers  sharing  the  taxi  or  the  hired  car  are  each 
subject  to  a  5%  deduction  of  the  subsistence  allowance 
referred  in  CSR  713(1); 

(d)  the  provisions  set  out  in  CSR  734(2)-(6)  are  observed;  and 

(6)  An  officer  who  is  granted  allowance  under  paragraph  (4)  and  (5) 
concurrently  will  draw  an  allowance  made  up  of  the  actual  cost  of 
hotel  accommodation  and  in-town  travelling  plus  35%  of  the 
allowance  under  CSR  713(1). 

Special  day  subsistence  allowance 

(7)  If  an  officer,  while  on  leave  outside  Hong  Kong,  is  required  to  be  on 
duty  for  the  day  (e.g.  as  member  of  an  interview  board),  but  is  not 
required  to  spend  the  night  away  from  his  place  of  residence,  he  may 
be  granted  special  day  subsistence  allowance  at  the  following  rates  :- 

(a)  15%  of  the  rates  under  CSR  713(1)  for  duty  up  to  8  hours  a  day; 

(b)  25%  of  the  rates  under  CSR  713(1)  for  duty  more  than  8  hours  a 
day; 

(c)  The  higher  rate  under  paragraph  (b)  above  is  also  payable  to  an 
officer  who,  in  order  to  be  on  duty  for  less  than  8  hours,  is 
absent  from  his  place  of  residence  for  a  continuous  period  of 
not  less  than  12  hours,  including  travelling  time. 

(8)  If  an  officer  posted  overseas  is  required  to  be  on  duty  for  the  day  for 
8  hours  or  more  (inclusive  of  travelling  time)  in  a  location  which  is 
of  a  distance  not  less  than  100  km  from  his  office  and  is  not  his  city 
of  residence,  he  may  be  permitted  to  draw  a  special  day  subsistence 
allowance  at  15%  of  the  subsistence  allowance  under  CSR  713(1). 


[CSR713-714.doc] 


Amendment  No.  68(b)/2001 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Nov  2002 


Feb  2007 


713  (9)  An  officer  who  is  permitted  to  draw  an  allowance  under  paragraph 

(Cont'd)  (4),  (5),  (6),  (7)  and  (8)  cannot  lodge  a  further  claim  under  CSR  715. 

(10)  The  approving  officer  under  CSR  713(4)  and  (5)  should  not  be 
below  the  rank  of  Deputy  Director.  Claims  from  Heads  of 
Department  should  be  forwarded  to  the  relevant  Permanent 
Secretary  for  approval  personally.  For  cases  of  Permanent 
Secretaries  themselves  or  Heads  of  Department  without  a  policy 
bureau,  Secretary  for  the  Civil  Service  is  the  approving  authority. 


(11)  The  Secretary  for  the  Civil  Service  may  exceptionally  approve  a 
subsistence  allowance  to  cover  other  circumstances. 


Other  reimbursable  expenses 


714  (1)  Heads  of  Department  may  approve  reimbursement  of  reasonable 

expenses,  other  than  those  covered  by  CSR  713(1),  that  are  incurred 
directly  as  a  result  of  an  officer's  performance  of  duty  outside  Hong 
Kong. 


(2)  Heads  of  Department  may  approve  reimbursement  of  reasonable 
meals  and  other  duty-related  out-of-pocket  expenses  incurred  during 
one-day  duty  trip  outside  Hong  Kong. 

(3)  Heads  of  Department  may  authorize  an  officer  not  lower  than  the 
rank  of  Assistant  Director  or  equivalent  to  give  approval  under  CSR 
714(1)  and  (2).  Claims  from  a  Head  of  Department  should  be 
forwarded  to  the  relevant  Permanent  Secretary  for  approval 
personally.  For  cases  of  Permanent  Secretaries  themselves  or  Heads 
of  Department  without  a  policy  bureau,  Secretary  for  the  Civil 
Service  is  the  approving  authority. 

(4)  Officers  wishing  to  claim  reimbursement  under  this  Regulation  must 
maintain  detailed  records  of  each  expenditure  item.  Their  claims  for 
reimbursement  must  be  supported  by  receipted  bills  and  other 
relevant  documents  duly  certified  by  themselves. 


Amendment  No.  2(a)/2007 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Feb  2007 


Feb  2007 


Reimbursement  in  excess  of  standard  rates 

715  (1)  Where  the  rates  of  allowances  laid  down  in  CSR  712  or  713  are  not 

adequate  to  cover  actual  expenses,  the  Secretary  for  the  Civil  Service 
may  authorize  reimbursement  of  such  portion  of  the  actual  expenses 
incurred  as  he  considers  reasonably  economical,  having  regard  to 
special  circumstances  of  the  cases. 

(2)  If  an  officer  wishes  to  claim  under  paragraph  (1)  above  he  must 
maintain  careful  and  detailed  records  of  each  item  of  his  expenditure 
throughout  his  absence  on  duty,  and  must  submit  one  claim  only  in 
respect  of  the  whole  of  that  period,  supported  by  receipted  bills, 
vouchers,  scales  of  charges  or  other  documents  duly  certified  by 
himself  and  covering  his  total  expenditure. 


Advance  of  subsistence  allowance 

716  If  an  officer  is  granted  subsistence  allowance  under  CSR  712  or  713,  the 
Director  of  Accounting  Services  may  advance  him  a  sum  not  exceeding 
the  estimated  total  of  such  allowance,  subject  to  the  following  limitations: 

(a)  For  officers  on  duty  in  Hong  Kong  or  Macau,  no  advance  will  be 
issued  unless  the  subsistence  allowance  will  be  payable  for  more 
than  7  consecutive  days  and  not  more  than  one  advance  will  be 
granted  for  any  period  during  which  it  is  payable; 

(b)  an  advance  of  subsistence  allowance  under  CSR  713  must  be  cleared 
by  the  officer  within  30  days  of  the  end  of  the  period  for  which  it  is 
issued  or  the  date  the  officer  returns  to  his  normal  place  of  work, 
whichever  is  the  later.  An  advance  under  CSR  712  must,  however,  be 
cleared  by  the  officer  within  14  days. 


Amendment  No.  2(b)/2007 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Subsistence  allowance  on  first  appointment 

Dec.  97  717  Officers  travelling  to  Hong  Kong  from  their  normal  place  of  residence  on 

first  appointment  may  receive  a  subsistence  allowance  for  one  night's  hotel 
accommodation  at  the  rates  stipulated  in  Annex  4  to  HRM  Guide  : 
Training  in  the  Civil  Service.  The  allowance  is  payable  in  full  for  the 
officer,  his  wife  and  each  accompanying  child  over  five  years  of  age.  For 
children  under  five  years  of  age,  the  officer  may  receive  half  the 
allowance.  Claims  should  be  submitted  to  the  Director  of  Accounting 
Services  through  their  Heads  of  Department  after  arrival  in  Hong  Kong. 

718-719 


Amendment  No.  48/97 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


(c)  Travelling  Expenses  (CSRs  720-749) 

Interpretation 

Apr  2010  720  For  the  purpose  of  CSRs  721  to  749  - 

(a)  “Office”  refers  to  an  officer’s  nonnal  place  of  work  (may  include  a 
number  of  locations)  in  Hong  Kong  to  which  he  regularly  travels  for 
duty  purposes  as  determined  by  his  Head  of  Department. 

(b)  “Place  of  outside  duty”  refers  to  a  place  of  work  within  Hong  Kong 
other  than  the  “office”. 

(c)  “Place  of  work”  refers  to  an  office  or  a  place  of  outside  duty.  An 
officer’s  place  of  work,  as  detennined  by  his  Head  of  Department, 
may  vary  according  to  operational  needs. 

(d)  “Home”  refers  to  the  normal  place  of  residence  of  an  officer. 

(e)  “Designated  office”  refers  to  a  government  office  for  which 
Supplementary  Travel  Allowance  (STA)  is  payable  under  CSR  731. 
Such  offices  are  normally  located  in  - 

(i)  the  outlying  islands  (including  Lantau  Island); 

(ii)  the  border  areas;  or 

(iii)  areas  which  are  relatively  less  accessible. 

A  list  of  the  “designated  offices”  is  kept  by  Heads  of  Department  and 
is  updated  by  the  Secretary  for  the  Civil  Service  having  regard  to  the 
advice  of  the  relevant  Heads  of  Department  on  changes  in 
circumstances  (e.g.  changes  in  transport  routes  and  setting  up  of  new 
offices.) 

(f)  “Normal  home-office  journey”  refers  to  a  journey  from  home  to  a 
place  of  work  and  from  a  place  of  work  back  home  for  the  purpose  of 
performing  duties  during  an  officer’s  normal  duty  hours. 

(g)  “Normal  duty  hours”  refers  to  the  scheduled  duty  hours  of  an  officer 
as  detennined  by  his  Head  of  Department  having  regard  to  the  duty 
requirements  of  the  post  concerned  and  operational  needs  of  the 
office. 


Amendment  No.  1 1  (a)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


General 


Apr  2010  721 

(1) 

Travelling  expenses  incurred  on  journeys  by  public  transport  between 
two  places  of  work  for  duty  purposes  are  normally  fully  reimbursable. 

Apr  2010 

(2) 

Travelling  expenses  incurred  on  journeys  between  an  officer’s  home 
and  a  place  of  work  are  normally  not  reimbursable.  However,  in 
certain  circumstances  where  the  specified  conditions  are  met,  an 
officer  may  claim  - 

(a)  full  reimbursement  of  travelling  expenses  under  CSR  723(2)  or 

(3); 

(b)  Duty  Mileage  Allowance  (DMA)  under  CSR  727(2)  or  (3); 

(c)  STA  under  CSR  731;  or 

(d)  partial  reimbursement  of  travelling  expenses  under  CSR  732, 
as  appropriate. 

(3)  An  officer  may  claim  only  one  type  of  allowance  or  reimbursement  of 
travelling  expenses  as  appropriate  under  CSR  723,  727,  731  or  732  in 
respect  of  any  one  journey. 

Apr  2010  (4)  Claims  for  travelling  expenses  or  allowances  may  be  approved  by  the 

Head  of  Department  who  may  authorise  officers  not  below  the  rank  of 
Executive  Officer  II  or  equivalent  to  approve  the  claims,  except 
otherwise  specified.  A  Head  of  Department  needs  not  seek  approval 
for  his  own  claims  provided  that  the  stipulated  criteria  and  conditions 
have  been  met.  For  granting  approval  under  circumstances  not  covered 
by  CSRs  720-749,  the  prior  agreement  of  the  Secretary  for  the  Civil 
Service  must  be  sought. 

Apr  2010  (5)  Claims  for  travelling  expenses  or  allowances  must  be  certified  by  the 

claimant  to  be  correct  and  recommended  by  an  appropriate  senior 
officer  having  regard  to  the  relevant  rules.  In  approving  or 
recommending  claims,  the  Head  of  Department  or  senior  officer 
concerned  must  be  satisfied  that  the  claims  are  in  order  and  that  for 
journeys  taken  for  duty  purposes,  the  journeys  are  operationally 
necessary  and  the  most  appropriate  mode  of  transport  has  been  used 
having  regard  to  operational  needs  and  cost-effectiveness. 


Amendment  No.  1 1  (b)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 

72 1  (6)  Only  one  home  address  is  accepted  for  each  officer  for  the  processing 

(Cont’d)  of  claims  for  travelling  expenses/allowances  and  other  types  of  civil 

service  benefits.  An  officer  is  required  to  report  changes  of  home 
address  to  his  Head  of  Department  within  one  month  of  the  change 
with  supporting  documentary  evidence.  The  Head  of  Department 
should  conduct  random  checks  on  home  addresses  in  connection  with 
the  processing  of  claims. 

Apr  2010  (7)  An  officer  will  be  required  to  refund  travelling  expenses/DMA/STA 

overpaid.  An  officer  who  is  found  to  have  made  fraudulent  claims 
under  CSRs  721  to  734  will  be  subject  to  disciplinary  action  and  be 
required  to  pay/refund  to  the  Government  an  appropriate  sum  to  be 
determined  by  the  Secretary  for  the  Civil  Service  (e.g.  the  amount  of 
travelling  expenses/DMA/STA  granted  to  or  over-claimed  by  the 
officer  with  interest  thereon). 

(8)  For  all  journeys  in  connection  with  duties  performed  in  Hong  Kong 
and  all  journeys  between  home  and  place  of  work,  only  the  travelling 
expenses  incurred  for  the  journeys  within  Hong  Kong  will  be  covered. 

Journeys  for  Duty  Purposes  in  Hong  Kong  (CSRs  722-730) 

Mode  of  transport  and  class  of  travel 

Apr  2010  722  (1)  The  guiding  principle  for  duty  travel  is  that  the  most  appropriate  mode 

of  transport  should  be  used  having  regard  to  operational  needs  and 
cost-effectiveness.  While  an  officer  taking  a  journey  for  duty 
purposes  should  normally  travel  by  the  most  economical  means  of 
public  transport  (e.g.  bus,  Mass  Transit  Railway),  other  suitable  mode 
of  transport  (e.g.  private  motor  vehicle  with  prior  approval  under  CSR 
726,  taxi)  may  be  used  taking  into  account  the  circumstances  of  the 
journey  concerned  (e.g.  location  of  duty,  accompanying  items, 
urgency  of  attendance). 

Apr  2010  (2)  In  detennining  whether  the  use  of  a  particular  mode  of  transport  is 

cost-effective  and  the  most  appropriate  for  a  duty  journey,  the  Head  of 
Department  should  also  take  into  consideration  the  ancillary  costs 
which  may  be  incurred  (e.g.  parking  fees  and  tolls  for  tunnels/  bridges 
when  private  vehicle  or  Government  transport  is  used,  overtime 
allowance  for  Government  drivers  when  Government  transport  is 
required  outside  nonnal  office  hours). 


Amendment  No.  1 1  (c)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


The  use  of  taxis  on  journeys  for  duty  purposes  should  be  strictly 
controlled.  A  Head  of  Department  must  be  fully  satisfied  that  a  more 
economical  mode  of  transport  is  not  available  or  appropriate  before 
approving  the  use  of  taxis  for  duty  purposes.  Accordingly,  officers  are 
required  to  explain  in  their  claims  for  reimbursement  of  taxi  fares  the 
reasons  for  using  taxis  instead  of  other  modes  of  transport. 

An  officer  who  is  required  to  travel  by  ferry  or  train  on  journeys  for 
duty  purposes  is  normally  reimbursed  fares  on  the  most  economical 
class.  Where  the  Head  of  Department  is  satisfied  that  travelling  on  the 
next  higher  class  (if  available)  for  the  journey  concerned  is  justified 
having  regard  to  operational  needs  (e.g.  the  officer  is  required  to  travel 
in  the  same  class  with  non-government  personnel  on  official  business) 
and  cost-effectiveness,  he  may  approve  reimbursement  of  the  fares  of 
the  higher  class. 

Apr  2010  (5)  (Deleted) 

Reimbursement  of  travelling  expenses  on  public  transport  for  duty  purposes 

Apr  2010  723  (1)  Where  an  officer  travels  on  duty  by  public  transport  between  two 

places  of  work,  he  may  claim  reimbursement  of  the  full  amount  of 
travelling  expenses  incurred. 

(2)  Where  an  officer  travels  on  duty  by  public  transport  direct  from  home 
to  a  place  of  outside  duty  and  then  direct  back  home,  he  may  claim  the 
full  amount  of  the  travelling  expenses  incurred  if  - 

(a)  the  duty  is  undertaken  wholly  outside  nonnal  duty  hours;  and 

(b)  the  journey  is  a  separate  return  journey  taken  in  between  two 
normal  home-office  journeys.  (See  720(f)  and  examples  at 
Annex  4.12). 

(3)  Where  an  officer  travels  on  duty  by  public  transport  direct  from  home 
to  office  and  then  direct  back  home,  he  may  claim  the  full  amount  of 
the  travelling  expenses  incurred  if  - 

(a)  the  duty  is  undertaken  in  response  to  emergency/on-call  duty 
wholly  outside  normal  duty  hours;  and 

(b)  the  journey  is  a  separate  return  journey  taken  in  between  two 
normal  home-office  journeys.  (See  720(f)  and  examples  at 
Annex  4.12). 

724  -  725 


Apr  2010  722  (3) 

(Cont’d) 


Apr  2010  (4) 


Amendment  No.  1 1  (d)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Use  of  private  vehicles  for  duty  purposes 

Apr  2010  726  (1)  A  Head  of  Department  may,  on  operational  grounds  (e.g.  the  nature  of 

the  officer’s  duties  requires  travelling  in  circumstances  where  public 
transport  is  not  appropriate  or  cost-effective),  authorise  an  officer  to 
use  a  private  vehicle  for  duty  purposes  in  Hong  Kong.  Subject  to  such 
authorisation,  the  Head  of  Department  may  approve  subsequent  claims 
for  DMA  (CSR  727)  in  accordance  with  the  relevant  rules. 

Apr  2010  (2)  The  private  vehicle  should  be  registered  in  the  name  of  the  officer  or 

his  spouse.  In  exceptional  circumstances  where  an  officer  is 
temporarily  deprived  of  the  use  of  his  or  his  spouse’s  vehicle,  the 
Head  of  Department  may,  on  operational  grounds,  pennit  him  to  use  a 
vehicle  which  is  not  registered  in  his  or  his  spouse’s  name  for  duty 
purposes.  In  approving  such  applications,  the  Head  of  Department  has 
to  satisfy  himself  that  - 

(a)  the  use  of  a  private  vehicle  for  duty  travel  is  essential; 

(b)  the  officer  has  obtained  authorisation  in  writing  from  the 
registered  car  owner  for  the  full  use  of  the  vehicle;  and 

(c)  in  the  case  of  a  vehicle  belonging  to  a  friend,  there  is  no  conflict 
of  interest  referred  to  in  relevant  CSB  Circular(s)  and  that  the 
arrangement  does  not  constitute  a  breach  of  the  Acceptance  of 
Advantages  (Chief  Executive’s  Permission)  Notice. 

Apr  2010  (3)  A  Head  of  Department  should  review  the  authorisation  given  under  (1) 

above  at  appropriate  intervals.  For  exceptional  cases  under  (2)  above, 
a  review  should  be  conducted  at  quarterly  intervals.  He  should 
consider  whether  the  approval  should  continue  to  be  granted  or  the 
conditions  attached  to  the  approval  should  be  varied  having  regard  to 
any  changes  in  circumstances.  A  Head  of  Department  may  not 
authorise  an  officer  below  the  rank  of  Senior  Executive  Officer  or 
equivalent  to  approve  applications  under  (1)  or  (2)  above. 

Apr  2010  (4)  DMA  may  not  be  claimed  by  more  than  one  officer  in  respect  of  any 

one  vehicle  except  for  a  couple  who  are  both  government  officers 
authorised  to  drive  their  private  vehicle  for  duty  purposes.  In  this 
respect,  the  officer  and  his  spouse  may  not  claim  the  allowance  for  the 
same  period  of  time. 

(5)  A  Head  of  Department  needs  not  seek  approval  for  his  own  case  under 
this  regulation,  provided  that  the  stipulated  criteria  and  conditions 
have  been  met. 


Amendment  No.  1 1  (e)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Apr  2010 


Jan  2003 


Jan  2003 


Duty  Mileage  Allowance  (DMA)  for  officers  authorised  to  drive  their  vehicles 


727  (1)  Subject  to  the  authorisation  given  under  CSR  726(1),  an  officer  who 

drives  his  private  vehicle  for  duty  purposes  between  two  places  of 
work  may  claim  DMA  (rates  at  Annex  4.9). 

(2)  Subject  to  the  authorisation  given  under  CSR  726(1),  an  officer  who 
drives  his  private  vehicle  for  duty  purposes  direct  from  home  to  a 
place  of  outside  duty  and  then  direct  back  home  may  claim  DMA 
if 

(a)  the  duty  is  undertaken  wholly  outside  nonnal  duty  hours;  and 


(b)  the  journey  is  a  separate  return  journey  taken  in  between  two 
normal  home-office  journeys.  (See  720(f)  and  examples  at 
Annex  4.12). 


(3)  Subject  to  the  authorisation  given  under  CSR  726(1),  an  officer  who 
drives  his  private  vehicle  for  duty  purposes  direct  from  home  to  office 
and  then  direct  back  home  may  claim  DMA  if  - 


(a)  the  duty  is  undertaken  in  response  to  emergency/on-call  duty 
wholly  outside  normal  duty  hours;  and 

(b)  the  journey  is  a  separate  return  journey  taken  in  between  two 
normal  home-office  journeys.  (See  720(f)  and  examples  at 
Annex  4.12). 

(4)  Where  the  journeys  described  in  (1)  to  (3)  above  involve  the  use  of 
any  fee-charging  tunnels,  bridges  and/or  routes,  the  department  may 
issue  pre-paid  coupons  or  toll  tickets  where  available.  However,  where 
the  necessity  for  the  aforesaid  journeys  could  not  have  been  foreseen 
and  the  prior  issue  of  a  pre-paid  coupon  or  toll  ticket  was  therefore  not 
possible,  a  claim  for  reimbursement  of  tolls  incurred  may  be  allowed. 
Any  such  claims  for  reimbursement  must  be  certified  by  an 
appropriate  senior  officer  to  the  effect  that  prior  issue  of  coupon/toll 
ticket  was  not  possible  and,  where  the  fee-charging  tunnel /b ridge/route 
was  used,  that  the  saving  in  time  justified  its  use. 


Amendment  No.  1 1  (f)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Apr  2010  727  (5)  An  officer  who  has  been  authorised  to  use  his  private  vehicle  for  duty 

(Cont’d)  purposes  should  closely  observe  the  normal  rules  governing  duty 

travel.  In  approving  the  claim  of  DMA,  the  Head  of  Department  must 
be  satisfied  that  the  use  of  the  officer’s  private  vehicle  was  the  most 
appropriate  mode  of  transport  having  regard  to  operational  needs  and 
cost-effectiveness. 

728  (1)  An  officer  who  uses  a  private  vehicle  for  duty  purposes  on  a  journey 

which  qualifies  for  DMA  on  any  one  day  (midnight  to  midnight)  may 
claim  reimbursement  of  parking  fees  incurred  in  parking  the  car  during 
that  day,  provided  that  - 

(a)  the  claim  is  made  only  in  respect  of  the  actual  parking  fees  paid 
at  the  time,  e.g.  no  claim  may  be  made  if  the  officer  parked  his 
vehicle  in  a  carpark  where  he  has  a  monthly  parking  pennit; 

(b)  no  alternative  free  parking  space  was  available  in  the  vicinity; 
and 

(c)  the  claim  is  made  only  in  respect  of  periods  of  parking  while  the 
officer  was  actually  engaged  in  the  performance  of  his  duties. 

(2)  Reimbursement  of  parking  fees  may  be  made  as  follows  - 

(a)  in  respect  of  the  periods  during  which  the  car  was  parked  while 
being  used  for  duty  purposes  on  journeys  which  qualified  for 
DMA,  the  officer  may  claim  the  actual  parking  fees;  and 


Amendment  No.  1 1  (g)/20 1 0 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


728  (b)  in  respect  of  periods,  other  than  those  specified  in  (a)  above, 

(Corn'd)  while  the  officer  was  engaged  in  the  performance  of  his  duties 

during  that  day  (see  (1)  above),  whether  at  his  normal  place  of 
work  or  elsewhere,  the  officer  may  claim  the  actual  parking  fees 
less  $10. 


729  -  730 


Journeys  Between  Home  and  Place  of  Work  -  Supplementary  Travel 
Allowance 

Mar  2007  731  (1)  STA  is  payable  to  an  officer  who  travels  in  Hong  Kong  from  home  to 

work  at  one  of  the  “designated  offices”  (CSR  720(e))  or  vice  versa, 
subject  to  the  conditions  in  (2)  below.  The  allowance  is  to  cover  part 
of  the  travelling  expenses  incurred  and  paid  by  the  officer  for  the 
journey  taken,  irrespective  of  the  mode  of  transport  used  and  the 
actual  amount  of  travelling  expenses  incurred/paid.  The  rates  of  STA 
are  at  Section  A  of  Annex  4.13.  (See  examples  at  Annex  4.12). 

Mar  2007  (2)  STA  is  not  payable  to  an  officer  if  - 

(a)  he  has  not  incurred  and  paid  for  any  travelling  expenses  for  the 
home-office  journeys  taken; 

(b)  he  resides  in  the  same  region  as  that  of  the  place  of  work  (the 
regions  for  this  purpose  are  listed  in  Annex  4.14); 

Jan  2010  (c)  he  is  drawing  both  Components  A  and  B  of  Remote  Stations 

Allowance  or  being  provided  with  quarters  at  his  place  of  work; 
or 

(d)  he  is  provided  with  Government  transport  (i.e.  all  forms  of 
transport  provided  at  Government  expenses)  between  the 
“designated  office”  and  a  pick-up/drop-off  point  which  does  not 
qualify  for  the  payment  of  STA.  (See  examples  at  Annex  4.12). 

(3)  If  an  officer  travels  for  duty  purposes  from  home  direct  to  a  place  of 
outside  duty  (such  as  a  temporary  work  site,  non-government 
premises  etc.)  at  locations  as  described  in  CSR  720(e)(i)  or  720(e)(ii), 
or  vice  versa,  the  Head  of  Department  may  regard  the  place  as  a 
“designated  office”  for  the  payment  of  STA.  For  places  of  outside 
duty  comparable  in  terms  of  accessibility  to  those  of  the  designated 
offices  as  described  in  CSR  720(e)(iii),  the  Head  of  Department  may 
approve  payment  of  STA  if  he  is  satisfied  that  the  relevant  conditions 
are  met. 


Amendment  No.  40(a)/2009 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Apr  2010 


Apr  2010 


Journeys  Between  Home  and  Place  of  Work  -  Special  Circumstances 

732  (1)  Subject  to  the  conditions  in  paragraphs  (2)  to  (4)  below,  a  Head  of 

Department  may  approve  reimbursement  of  fares  on  taxi  and/or  other 
appropriate  modes  of  public  transport  incurred  on  journeys  in  Hong 
Kong  between  an  officer’s  home  and  place  of  work  if  the  officer  is 
required  to  perform  duties  outside  his  normal  duty  hours  or  to  report 
for/go  off  duty  at  such  times  when  - 

(a)  public  transport  is  unavailable  or  manifestly  inadequate;  and 

(b)  it  is  neither  practicable  nor  economical  for  departmental  or  pool 
transport  to  be  used. 

This  is  normally  confined  to  the  period  from  0000  hours  to  0600 
hours  unless  in  very  exceptional  circumstances  as  considered 
appropriate  by  the  Head  of  Department. 

(2)  All  reimbursement  under  (1)  above  will  be  subject  to  one  of  the 
following  deductions,  whichever  is  the  greater  - 

(a)  a  “no-claim”  limit  as  stipulated  at  Section  B  of  Annex  4. 13;  or 

(b)  the  normal  amount  of  travelling  expenses  which  the  officer  has 
to  bear  for  the  journey  between  his  home  and  place  of  work 
when  nonnal  public  transport  is  available  (in  this  respect,  the 
Head  of  Department  may  determine  the  most  appropriate  route 
to  be  used). 

(3)  A  Head  of  Department  should  satisfy  himself  that  the  most 
appropriate  route/mode  of  transport  has  been  used  having  regard  to 
the  special  circumstances  of  the  case,  operational  needs  and  cost- 
effectiveness.  The  conditions  attached  to  the  approval  are  - 

(a)  taxi  should  only  be  used  for  that  part  of  the  journey  where  other 
forms  of  public  transport  (including  public  light  buses  and  night 
bus  services)  are  not  available; 

(b)  where  a  journey  by  taxi  is  required,  the  taxi  should  be  shared 
among  officers  travelling  on  the  same  route  as  far  as  possible,  so 
as  to  economise  on  the  travelling  expenses.  In  such 
circumstances,  a  Head  of  Department  may,  if  necessary, 
determine  the  appropriate  portion  of  the  expenses  to  be  borne 
among  individual  officers; 


Amendment  No.  12(a)/20 10 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Jan  2010 


Apr  2010 


Apr  2010 


732  (3) 

(Cont’d) 


(c)  the  officer  is  not  drawing  Remote  Stations  Allowance  (or  is  only 
drawing  Component  A  of  Remote  Stations  Allowance)  and  is 
not  provided  with  quarters  at  his  place  of  work;  and 


(d)  there  being  no  spare  quarters  at  or  near  the  place  of  work 
available  for  staff. 


(4)  Where  a  case  requires  exceptional  approval  under  (1)  above  on  a 
regular  basis  (e.g.  an  officer  needs  to  take  night  service  bus  and  taxi 
to  return  home  after  finishing  shift  duties  at  0200  hours),  a  Head  of 
Department  may  grant  approval  for  a  duration  not  longer  than  12 
months.  He  should  review  the  situation  towards  the  end  of  the  period 
to  see  whether  approval  should  continue  to  be  granted  or  the 
conditions  attached  to  the  approval  should  be  varied.  The  approval 
should  also  be  reviewed  in  the  light  of  any  changes  in  circumstances 
such  as  improvement  in  public  transport  services,  changes  in  working 
hours,  shift  pattern,  home  or  office  address.  In  this  respect,  an  officer 
is  required  to  report  to  his  Head  of  Department  where  there  is 
improvement  in  public  transport  services  concerning  his  home-office 
journey  to  enable  a  prompt  review  of  the  approval  granted. 

(5)  A  Head  of  Department  may  not  authorise  an  officer  below  the  rank  of 
Senior  Executive  Officer  or  equivalent  to  approve  claims  under  (1) 
above. 


Government  Transport  for  Journeys  Between  Home  and  Place  of  Work 

733  Where  the  Head  of  Department  considers  that  it  is  necessary,  on 
operational  grounds,  to  provide  Government  land  transport  to  enable 
officers  to  travel  to/from  a  place  of  work  (e.g.  for  a  place  of  work  located 
in  a  less  accessible  area  not  adequately  served  by  public  transport),  he 
may,  with  the  prior  agreement  of  the  Director  of  Government  Logistics, 
authorise  the  use  of  Government  land  transport  (including  hired  vehicles) 
between  a  pick-up/ drop-off  point  and  the  place  of  work. 

Journeys  Related  to  Duty  Outside  Hong  Kong 

734  (1)  Where  an  officer  travels  to/from  a  transportation  tenninal  in  Hong 

Kong  (e.g.  airport,  ferry  or  rail  terminal  etc.)  for  the  purposes  of 
perfonning  duty  outside  Hong  Kong,  he  may  claim  the  full  amount  of 
travelling  expenses  incurred.  Reimbursement  will  be  based  on  the 
most  appropriate  mode  of  transport  and  route  having  regard  to 
operational  needs  and  cost-effectiveness.  Taxi  should  only  be  used 
for  a  journey  or  part  of  a  journey  where  other  modes  of  public 
transport  are  unavailable  or  unsuitable  (e.g.  for  an  officer  travelling 
from  Hong  Kong  Island  to  the  airport,  where  needed,  he  should  only 
use  taxi  to  travel  from  office/home  to  the  nearest  place  where  he  can 
change  to  airport  bus  or  Airport  Express  Line). 


Amendment  No.  12(b)/20 1 0 
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Apr  2010 


Apr  2010 


Jan  2003 


Apr  2010 


Apr  2010 


734  (2)  Travelling  expenses  incurred  for  duty  travel  outside  Hong  Kong,  or 

(Cont’d)  across  the  border  or  waters  of  Hong  Kong,  may  be  reimbursed  if  the 
approving  authority  is  satisfied  that  such  journeys  are  operationally 
necessary  and  that  the  most  appropriate  mode  of  transport  has  been 
used  having  regard  to  operational  needs  and  cost-effectiveness. 


(3)  An  officer  travelling  by  ferry  or  train  will  normally  be  reimbursed 
fares  on  the  most  economical  class.  Where  the  Head  of  Department 
is  satisfied  that  travelling  on  a  higher  class  (if  available)  for  the 
journey  concerned  is  justified  having  regard  to  operational  needs 
(e.g.  the  officer  is  required  to  travel  in  the  same  class  with  non¬ 
government  personnel  on  official  business)  and  cost-effectiveness,  he 
may  approve  reimbursement  of  the  fares  of  the  higher  class. 

(4)  An  officer  who  has  been  authorised  by  the  approving  authority  to  use 
his  private  motor  vehicle  for  journeys  outside  Hong  Kong  may  be 
reimbursed  at  the  rates  prescribed  in  CSR  Annex  4.9.  Where 
approval  for  car  hire  has  been  given,  he  may  be  reimbursed  the  actual 
hiring  and  fuel  costs.  This  does  not  apply  to  officers  posted  outside 
Hong  Kong  for  whom  separate  arrangements  are  applicable. 


(5)  An  officer  on  duty  outside  Hong  Kong  is  normally  not  reimbursed 
taxi  fares,  except  as  provided  under  CSR  713(5),  713(6)  or  714.  A 
Head  of  Department  may,  however,  approve  a  claim  for 
reimbursement  of  taxi  fares  incurred  if  he  is  fully  satisfied  that  a 
more  economical  mode  of  transport  is  not  available  or  appropriate. 
The  officer  concerned  should  forward  such  a  claim  together  with  a 
full  explanation  of  the  circumstances  to  his  Head  of  Department. 

(6)  If  an  officer  on  duty  visit  outside  Hong  Kong  is  in  receipt  of 
subsistence  allowance  under  CSR  713  which  already  covers  the  cost 
of  in-town  travelling,  he  will  not  be  separately  reimbursed  such 
travelling  expenses  under  CSR  734.  In-town  travelling  expenses  may 
be  reimbursed  if  he  draws  only  an  abated  amount  of  subsistence 
allowance  under  CSR  713(5)  or  713(6).  Similarly,  an  officer  will  not 
be  separately  reimbursed  any  other  travelling  expenses  under  CSR 
734  if  he  makes  a  claim  for  such  expenses  under  CSR  714. 

735  -  749 


Amendment  No.  12(c)/2010 
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Dec  97 


Dec  97 


Dec  97 


Aug  90 


Aug  90 


ENTERTAINMENT  EXPENSES 


750  (1)  Heads  of  Department  and  officers  duly  authorised  by  their  Head  of 

Department  may  be  reimbursed  expenses  arising  from 
entertainment  undertaken  in  the  course  of  duty. 

(2)  Expenditure  on  entertainment  may  be  charged  to  public  funds  when 
it  is: 


(a)  directly  related  to  the  discharge  of  an  officer's  duties  or  a 
necessary  part  of  making  or  maintaining  contacts  in  his 
official  capacity;  and 

(b)  in  the  public  interest. 

(3)  Expenditure  arising  from  the  presence  of  other  Government 
officers  and  their  spouses  may  be  reimbursed  when  the  Head  of 
Department  or  the  officer  acting  as  host : 

(a)  considers  it  in  the  public  interest  that  the  principal  guests 
should  meet  such  officers;  or 

(b)  considers  it  necessary  to  invite  them  to  assist  in  entertaining 
the  principal  guests. 

(4)  The  status  of  the  guests  and  the  standard  of  entertainment 
appropriate  to  the  occasion  must  be  taken  into  account  when 
deciding  the  place  and  scale  of  entertainment. 

(5)  When  official  entertainment  is  combined  with  private  entertainment 
only  that  proportion  of  the  expenditure  that  is  attributable  to  the 
presence  of  the  host  and  hostess  and  of  their  official  guests  may  be 
charged  to  public  funds. 


751  (1)  The  Head  or  Deputy  Head  of  Department  must  personally  authorise 

all  expenditure  from  the  departmental  entertainment  vote. 

(2)  Expenditure  on  official  entertainment  should  be  fully  supported  by 
receipts  wherever  possible.  Claims  for  expenditure  on  home 
entertainment  when  receipts  are  not  produced  must  be  supported  by 
full  details  and  should  be  certified  as  reasonable  by  the  Head  or 
Deputy  Head  of  Department  personally. 


Amendment  No.  42(a)/2002 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Nov  2002 


Dec  97 


751  (3)  Vouchers  must  include  sufficient  supporting  information  to  enable 

(Cont’d)  the  Director  of  Audit  to  ascertain  whether  the  provisions  of  these 

Regulations  are  being  complied  with.  The  list  of  guests  for  a 
particular  function  need  not  be  attached  to  the  voucher  but  must  be 
retained  for  at  least  12  months  and  produced  for  the  Director  of 
Audit's  examination  if  required. 

(4)  In  the  case  of  large  departments  the  authority  referred  to  at  CSR 
751(1)  and  (2)  may,  with  the  consent  of  the  Secretary  for  the  Civil 
Service,  be  delegated  to  a  directorate  officer. 

(5)  Entertainment  given  in  connection  with  opening  ceremonies  and 
similar  functions  may  be  debited  to  the  entertainment  votes 
provided  that : 

(a)  these  Regulations  are  complied  with;  and 

(b)  no  special  provision  has  been  made  under  another  subhead. 

752  -  754 


Amendment  No.  42(b)/2002 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Jul  2000 


Jul  2000 


Dec  99 


EDUCATION  ALLOWANCES 

GENERAL 

755  Eligibility  to  claim  allowances 

(1)  Officers  on  probation,  confirmed  to  the  permanent  and  pensionable 
establishment,  or  on  agreement  are  eligible  to  claim  overseas 
education  allowance  (OEA)  provided  that  they  joined  the  civil 
service  in  response  to  an  offer  dated  before  1  August  1996  and  they 
are  not  in  receipt  of  similar  benefits  under  their  spouses'  terms  of 
employment. 

(2)  Officers  on  probation,  confirmed  to  the  permanent  and  pensionable 
establishment,  on  agreement,  on  temporary  terms  of  service  who  are 
remunerated  from  Personal  Emoluments  votes  or  on  Model  Scale  1 
are  eligible  to  claim  local  education  allowance  (LEA)  provided  that 
they  joined  the  civil  service  in  response  to  an  offer  dated  before  1 
June  2000  and  they  are  not  in  receipt  of  similar  benefits  under  their 
spouses'  terms  of  employment.  Both  local  and  overseas  education 
allowances  are  taxable. 

(3)  The  eligibility  of  officers  on  secondment  will  be  determined  by  the 
Secretary  for  the  Civil  Service. 

756  Children  for  whom  an  allowance  may  be  claimed 

Allowances  may  be  claimed  for  unmarried  and  dependent  children 
(including  children  of  divorced/legally  separated  officers,  step-children, 
adopted  children  and  illegitimate  children).  Subject  to  CSRs  755(1)  and 
755(2),  a  dependent  child  shall  receive  LEA  or  OEA  provided  that  the 
child  is  not  in  receipt  of  similar  benefits  provided  under  the  terms  of 
employment  of  the  child’s  other  parent(s)  or  step-parents. 

757  Period  of  claim 

(1)  Subject  to  eligibility  for  the  allowance,  on  joining  the  service,  an 
officer  may  claim  - 

(a)  OEA  from  the  date  of  his  appointment; 

(b)  LEA  from  the  month  in  which  he  is  appointed. 

(2)  On  leaving  the  service,  payment  of  both  OEA  and  LEA  will  cease  on 
the  day  following  the  last  day  of  service. 

(3)  (a)  where  an  officer  is  killed  on  duty,  payment  of  OEA  or  LEA  may 

continue  for  children  who  are  already  in  receipt  of  the  respective 
allowances  until  they  reach  the  age  of  19,  for  OEA  up  to  the  end 
of  the  school  term  and  for  LEA  up  to  the  end  of  the  accounting 
period. 


[ICH4022W7] 


Amendment  No.  42/2000 
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757  (3)  (b)  Where  an  officer  is  invalided  as  a  result  of  an  injury  sustained  in 

(Cont'd)  the  course  of  duty,  OEA  and  LEA  may  be  paid  up  to  the  end  of 

the  academic  year. 

(4)  Where  an  officer  dies  in  service  or  is  invalided,  OEA  may  be  paid  up 
to  the  end  of  the  term  and  LEA  may  be  paid  up  to  the  end  of  the 
accounting  period. 

July  2006  (5)  OEA  and  LEA  will  cease  to  be  payable  in  the  following 

circumstances  : 

(a)  when  an  officer  commences  a  period  of  no-pay  leave  in  excess 

of  30  days  until  such  time  as  he  resumes  duty.  When  an  officer 

takes  no-pay  leave  under  CSR  1005,  he  may  be  granted  by  the 
Head  of  Department/Grade  an  interest  free  loan  in  an  amount 
equivalent  to  the  education  allowance  he  receives  during  the 
period  of  no-pay  leave  subject  to  such  conditions  as  the 
approving  authority  may  stipulate.  The  Head  of 
Department/Grade  may  waive  the  repayment  of  the  loan  if  the 
officer  has  satisfactorily  completed  the  course  of  training  and 
served  the  undertaking  period  of  service  after  completion  of 
training.  Officers  who  are  granted  the  interest  free  loan  are 
required  to  sign  a  bond  and  provide  surety  for  the  bond;  and 

(b)  unless  otherwise  provided  in  CSR  764,  when  an  eligible  child  is 
absent  from  school  in  excess  of  30  days  (including  intervening 
school  holidays)  during  a  particular  school  year  until  such  time 
as  he  resumes  school. 

(6)  Payments  under  paragraphs  (3)  and  (4)  above  are  subject  to  - 

(a)  the  child  or  children  remaining  in  full-time  education  in  the 
country  for  which  the  allowance  has  been  approved;  and 

(b)  the  school  being  of  an  acceptable  standard;  and 

(c)  in  the  case  of  LEA,  the  officer  (or  his  family)  paying  the 
parent's  contribution  to  the  Government  in  respect  of  the  period 
for  which  LEA  is  claimed. 

(7)  Notwithstanding  paragraph  6(a)  above,  a  child  in  respect  of  whom 
overseas  education  allowance  is  paid  may  change  to  a  school  in  Hong 
Kong  and  under  such  circumstances,  LEA  is  payable  in  accordance 
with  CSR  758  -765. 


Amendment  No.  32(a)/2006 
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Aug  2007 


Aug  2007 


July  2006 


Aug  2007 


Aug  2007 


757  (8)  An  officer  who  has  been  over-paid  under  paragraphs  (2)  and  (5) 

(Corn'd)  above  will  be  required  to  refund  the  portion  of  over-payment.  In  the 

case  of  Boarding  School  Allowance  the  formula  in  CSR  777  will 
apply. 

(9)  For  the  purposes  of  LEA,  "accounting  period"  means  September  to 
December,  January  to  March  or  April  to  June. 

LOCAL  EDUCATION  ALLOWANCE 

758  A  Local  Education  Allowance  is  payable,  upon  application,  towards  the 
cost  of  primary  and  secondary  education  of  an  officer's  child  in  a  school 
included  in  the  Approved  Schools  List  issued  by  the  Permanent  Secretary 
for  Education.  An  allowance  may  be  paid  exceptionally  in  respect  of  a 
primary  or  secondary  school  not  included  in  the  Approved  Schools  List 
subject  to  certification  by  the  Permanent  Secretary  for  Education  that  the 
school  is  of  an  acceptable  educational  standard. 

759  Where  an  officer’s  child  who  is  physically  or  mentally  handicapped 
attends  a  special  school,  the  allowance  may  be  paid  subject  to  certification 
by  the  Permanent  Secretary  for  Education  that  the  school  is  suitable  for  the 
child’s  circumstances. 

760  Allowances  may  be  paid  in  respect  of  a  maximum  of  four  children  at  any 
one  time. 

761  Allowances  are  payable  to  the  end  of  the  accounting  period  (see  CSR 
757(9))  in  which  the  child  reaches  the  age  of  19.  Exceptionally  the 
Secretary  for  the  Civil  Service  may  approved  the  payment  of  an  allowance 
beyond  this  age  limit  (e.g.  for  handicapped  children). 

762  (1)  Local  Education  Allowances  are  payable  at  the  following  rates, 

subject  to  maximum  rates  set  out  in  CSR  Annex  4.3  - 

(a)  primary  schools  and  secondary  schools  up  to  Form  III  :  75%  of 
the  fee; 

(b)  secondary  schools  Form  IV  and  above  :  75%  of  that  part  of  the 
fee  which  exceeds  the  basic  charge,  i.e.  the  standard  fee  for 
Form  IV  and  V  in  government  and  aided  schools  set  by  the 
Education  Bureau. 

(2)  For  the  purpose  of  these  regulations,  "fee"  means  the  particulars  of 
the  inclusive  fee  printed  on  a  certificate  in  the  specified  form  issued 
by  the  Permanent  Secretary  for  Education  to  the  management 
authority  of  a  school. 


Amendment  No.  32(b)/2006 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


July  2006 
July  2006 


Jan  95 


763  Where  remission  of  fee  under  a  scheme  applicable  to  the  general  public  is 
granted  to  an  officer  in  receipt  of  a  Local  Education  Allowance,  the 
remission  will  be  deducted  solely  from  the  officer’s  contribution  towards 
the  fee  provided  that  the  total  assistance  received  by  the  officer  for  the 
child,  taken  together  with  the  allowance,  does  not  exceed  the  fee  paid. 
Where  there  is  an  excess,  the  allowance  will  be  reduced  by  the  excess  over 
and  above  the  fee  paid.  A  scholarship  won  by  a  child  on  a  competitive 
basis  will  not  be  taken  into  account. 

764  Where  an  officer  needs  to  pay  school  fee  in  full  to  reserve  a  child's  school 
place  during  overseas  vacation  leave,  an  allowance  may  continue  to  be 
paid  for  a  period  not  exceeding  three  months.  This  period  may  be  extended 
to  five  months  subject  to  certification  by  the  officer's  Head  of  Department 
to  the  Director  of  Accounting  Services  that,  for  operational  reasons,  it  is 
not  possible  for  the  officer  to  arrange  his  leave  to  coincide  with  school 
summer  holidays.  Where  an  officer's  overseas  vacation  leave  exceeds  five 
months,  the  Secretary  for  the  Civil  Service  may,  on  application,  approve  a 
further  period  for  continuing  payment  of  an  allowance. 

765  (1)  Application  and  administrative  procedures  relating  to  Local 

Education  Allowance  are  set  out  in  CSR  Annex  4.6. 

(2)  It  is  an  officer’s  duty  to  report  in  writing  to  the  Director  of 
Accounting  Services,  as  soon  as  possible,  any  change  in 
circumstances  affecting  eligibility  for  an  allowance  in  respect  of 
any  child  (e.g.  a  change  of  school,  award  of  a  grant  after  an 
application  has  been  made  or  approved  or  temporary  or  final 
cessation  of  local  education).  Where  a  change  of  school  is 
involved,  a  new  application  using  Form  LEA  2  must  be  submitted. 


OVERSEAS  EDUCATION  ALLOWANCES 
766  Officers  on  overseas  terms 

(1)  Allowances  will  only  be  paid  in  respect  of  children  educated  in 
schools  in  the  officer's  country  of  origin  as  declared  for  the  purposes 
of  CSRs  1300(e)  and  1320.  The  Secretary  for  the  Civil  Service  may 
give  approval,  in  exceptional  circumstances,  for  an  officer  to  draw 
allowances  in  respect  of  a  school  in  a  country  other  than  his  country 
of  origin. 

(2)  Allowances  will  only  be  paid  to  officers  appointed  on  new  leave 
terms  or  who  have  opted  for  the  new  leave  terms.  In  the  latter  case 
allowances  will  only  be  payable  from  the  school  term  which 
commences  after  the  date  the  officer  has  exercised  his  option. 


Amendment  No.  32(c)/2006 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Jan  95 


Aug  2007 


July  2006 


July  2006 


767  Officers  on  local  terms 

Allowances  may  be  claimed  by  eligible  officers  whose  children  are 
educated  in  approved  schools  in  the  United  Kingdom. 


Age  limit 


768  (1)  Allowances  are  payable  from  the  beginning  of  the  term  in  which  an 

eligible  child  reaches  his  or  her  ninth  birthday  up  to  the  end  of  the 
term  in  which  he  or  she  becomes  19. 


(2)  If  a  child  reaches  the  age  of  nine  during  a  school  holiday  period,  the 
allowance  is  payable  from  the  beginning  of  the  term  preceding  the 
child’s  ninth  birthday.  If  a  child  reaches  the  age  of  19  during  a  school 
holiday  period,  the  allowance  ceases  to  be  payable  from  the 
beginning  of  the  term  after  the  child’s  nineteenth  birthday. 

(3)  The  Secretary  for  the  Civil  Service  may  vary  the  minimum  (but  not 
the  maximum)  age  limit  in  exceptional  circumstances,  if,  in  his 
opinion,  after  considering  the  advice  of  the  Permanent  Secretary  for 
Education  and/or  the  Director  of  Health,  there  is  sufficient  reason  for 
a  child  to  be  educated  overseas  at  a  special  school  or  institution  (for 
example,  if  a  child  is  physically  or  mentally  handicapped). 


769  Allowances  are  only  payable  in  respect  of  an  eligible  child  undergoing 
full-time  education  in  an  approved  country  (see  CSRs  766(1)  and  767) 
irrespective  of  the  level  of  education  undertaken.  Payment  of  allowances 
is  subject  to  the  school  being  considered  by  the  Hong  Kong  Government  to 
be  appropriate  and  of  an  acceptable  standard.  Allowances  are  payable 
towards  the  cost  of  education  of  an  eligible  child  in  a  school  included  in 
the  Approved  Schools  List  issued  by  Student  Financial  Assistance  Agency. 
For  schools  /  institutions  not  on  the  Approved  Schools  List,  the  advice  of 
Student  Financial  Assistance  Agency  should  be  sought  on  a  case-by-case 
basis  on  whether  the  school  /  institution  is  considered  an  approved  school 
for  the  purpose  of  the  allowances.  The  Approved  Schools  List  will  be 
updated  from  time  to  time.  The  Government  reserves  the  right  not  to  pay 
an  allowance  if  it  considers  that  the  school  in  respect  of  which  an 
application  is  made  is  not  appropriate  or  of  an  acceptable  standard.  The 
Government  may  request  any  school,  education  authority  or  other  public 
or  private  body  to  provide  information  relevant  to  an  application  for  or 
payment  of  an  allowance. 


770  Allowances  may  be  paid  in  respect  of  a  maximum  of  four  children  at  any 
one  time. 


Amendment  No.  32(d)/2006 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


771  An  officer  will  be  required  to  refund  any  overpayment,  if  necessary,  by 
deduction  from  moneys  due  to  the  officer  from  the  Government,  if  an 
allowance  paid  has  exceeded  or  exceeds  that  for  which  the  officer  is 
eligible. 

July  2006  772  Maximum  allowance  rates  for  various  countries  are  set  out  in  CSR  Annex 

4.3.  The  Secretary  for  the  Civil  Service  will  determine  the  maximum 
allowance  rates  for  countries  not  covered  therein. 

773  No  deduction  will  be  made  from  a  Boarding  School  Allowance  in  respect 
of  a  child's  attendance  at  a  particular  school  as  a  result  of  any  grant  paid 
from  an  education  authority,  educational  trust  of  other  public  or  private 
body  towards  the  costs  of  the  child's  education,  provided  that  the  total 
assistance  received  by  the  officer  for  the  child,  taken  together  with  the 
Boarding  School  Allowance,  does  not  exceed  the  basic  boarding  and 
tuition  fee.  Where  there  is  an  excess,  the  allowance  will  be  reduced  by  the 
excess  over  and  above  the  basic  boarding  and  tuition  fee.  A  scholarship 
won  by  a  child  on  a  competitive  basis  will  not  be  taken  into  account. 

July  2006  774  Allowances  expressed  in  a  foreign  currency  will  be  paid  locally  in  Hong 

Kong  dollars.  Where  the  full  boarding  and  tuition  fee  is  paid  by  bank 
remittance,  conversion  will  be  made  at  the  rate  the  fee  is  remitted.  If  a 
bank  remittance  advice  for  the  full  fee  is  not  submitted,  conversion  will  be 
made  at  the  Hong  Kong  Association  of  Banks  mid-market  rate  on  the  date 
of  the  school  fee  receipt  or,  in  the  absence  of  a  school  fee  receipt,  the  date 
indicated  by  the  school  in  Form  OEA  3.  In  case  the  exchange  rate  only 
applies  to  part  of  the  fee  that  is  remitted,  the  conversion  of  that  part  of  the 
fee  will  be  based  on  that  actual  exchange  rate  whereas  the  balance  will  be 
made  at  the  Hong  Kong  Association  of  Banks  mid-market  rate  on  the  date 
of  remittance.  No  adjustment  in  respect  of  exchange  rates  will  be  made 
once  an  OEA  claim  has  been  processed  and  paid. 

July  2006  775  (1)  Application  and  administrative  procedures  relating  to  Boarding 

School  Allowance  and  Day  School  Allowance  are  set  out  in  CSR 
Annex  4.7  and  Annex  4.8  respectively. 

July  2006  (2)  It  is  an  officer's  duty  to  report  in  writing  to  the  Director  of 

Accounting  Services,  as  soon  as  possible,  any  change  in 
circumstances  affecting  eligibility  for  an  allowance  in  respect  of 
any  child  (e.g.  a  change  of  school,  a  change  in  the  facilities  offered 
by  a  school,  award  of  a  grant  after  an  application  has  been  made  or 
approved,  or  temporary  or  final  cessation  of  overseas  education). 
Where  a  change  of  school  is  involved,  a  new  application  using 
Form  OEA  2  must  be  submitted. 


Amendment  No.  32(e)/2006 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


July  2006 


776  Boarding  School  Allowance 

(1)  (a)  Boarding  School  Allowance  will  not  be  payable  unless  the  child 

is  a  full  time  (including  weekly)  boarder  of  a  boarding  school 
(primary  and/or  secondary)  or  a  tertiary  education  institution 
which  maintains  its  own  boarding  accommodation. 

(b)  For  children  attending  tertiary  education  institutions,  Boarding 
School  Allowance  will  be  paid  in  cases  where  students  are 
normally  expected  to  live  in  the  institution  but,  because  of  a 
shortage  of  boarding  facilities,  the  child  has  to  live  in  outside 
accommodation  approved  by  the  institution  the  receipted  bills 
for  which  have  been  endorsed  (i.e.  imprinted  with  the  school 
chop  and  signed  by  the  school  authority)  to  that  effect  by  the 
institution. 

(2)  A  boarding  school  "fee"  means  the  inclusive  boarding  and  tuition  fee 
as  advertised  in  the  prospectus  of  a  school  or  tertiary  education 
institution.  Officers  are  required  to  meet  at  least  10%  of  the  boarding 
school  fee.  If  the  fee  is  less  than  the  maximum  rate  of  Boarding 
School  Allowance  then  only  90%  of  the  fee  will  be  payable.  Where 
the  fee  exceeds  the  maximum  Boarding  School  Allowance,  the 
allowance  payable  is  limited  to  90%  of  the  fee  or  the  maximum  rate 
whichever  is  the  less. 

(3)  For  children  attending  primary  or  secondary  schools,  Boarding 
School  Allowance  will  not  be  paid  in  cases  where  the  school 
authorities  merely  recommend  to  day  pupils  boarding 
accommodation  which  is  not  under  the  full  administration  and 
control  of  the  school  authorities.  In  such  circumstances,  a  Day 
School  Allowance  may  be  appropriate,  subject  to  CSR  778. 

777  When  officers  are  required  to  make  refunds  of  Boarding  School 

Allowance,  these  will  normally  be  calculated  as  follows:  - 


Where  A 
B 

C 


A 

Number  of  days  in  a  full  term. 

Number  of  days  between  the  start  of  the  term  and  the 
date  on  which  the  allowance  ceases  to  be  payable. 

Allowance  paid  in  respect  of  the  term  in  question. 


Amendment  No.  32(f)/2006 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


778.  Day  School  Allowance 

(1)  Eligible  officers  may  receive  a  Day  School  Allowance  for  children 
attending  schools  as  day  pupils  provided  the  spouse  is  not  in  the 
country  to  look  after  the  child.  If  the  spouse  of  an  officer  is  in  the 
country  in  which  the  child  is  being  educated,  it  will,  subject  to  any 
submission  the  officer  may  wish  to  make,  be  assumed  that  he  or  she 
can  look  after  the  child  and  the  allowance  will  not  be  payable. 

(2)  Day  School  Allowance  is  calculated  in  the  following  ways:  - 

(a)  For  one  academic  year  :  the  total  amount  of  the  appropriate 
annual  allowance. 

(b)  For  one  term  of  an  academic  year  :  the  appropriate  annual 
allowance  divided  by  two  or  three  depending  on  the  number  of 
terms  in  the  academic  year. 

(c)  For  any  period  less  than  a  term,  the  formula  used  is  - 


B 

Actual  number  of  days  of  attendance  in  the 
term  concerned  (less  number  of  days  in  this 
period  when  the  spouse  is  in  the  country  in 
which  the  child  is  being  educated). 

Total  number  of  days  in  the  term  concerned. 

Allowance  appropriate  for  a  term. 

779-784. 


Where  A 

I!  = 
C  = 


Amendment  No.  66/85 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


Aug.  91 


Aug.  91 


Aug  91 


Employment  of  Temporary  Staff 

785  Heads  of  Department  may  authorise  the  employment  of  temporary  staff  or 
casual  worker  for  specific  assignments  of  a  short  term  nature  and  for 
which  funds  have  been  provided.  Heads  of  Department  may  only  employ 
temporary  staff  equivalent  to  the  first  rank  of  the  civil  service  grade.  If 
Heads  of  Department  consider  it  necessary  to  employ  a  temporary  staff  at 
a  level  above  the  first  rank,  prior  approval  of  the  Secretary  for  the  Civil 
Service  is  required. 

786  The  rates  of  payment  shall  relate  to  the  minimum  point  of  the  approved 
pay  scales  of  the  equivalent  ranks  in  the  civil  service  or  the  specified  rate 
for  a  casual  worker.  The  method  of  calculating  the  pay  and  the  conditions 
of  service  for  temporary  staff  are  announced  in  Civil  Service  Bureau 
circulars.  These  may  not  be  varied  without  the  approval  of  the  Secretary 
for  Financial  Services  and  the  Treasury. 

787  Heads  of  department  must  ensure  that  the  rates  of  pay  are  paid  only  to 
temporary  staff  performing  duties  appropriate  to  those  ranks.  Temporary 
staff  with  no  equivalent  rank  in  the  civil  service  under  the  Master  Pay 
Scale  or  Model  Scale  1  Pay  Scale  may  only  be  employed  with  the 
approval  of  the  Secretary  for  Financial  Services  and  the  Treasury  in 
consultation  with  the  Secretary  for  the  Civil  Service. 

788  -789 


Amendment  No.  61/91 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


COMPENSATION  CLAIMS 

Loss  of  or  damage  to  personal  property 

790.  Claims  for  loss  of  or  damage  to  personal  property  arising  from  the 
circumstances  of  an  officer's  duty  supported  by  available  evidence,  should 
be  directed  via  the  claimant's  Head  of  Department  whose  comments  should 
accompany  the  claim,  to  the  Department  of  Justice.  Such  claims  may  be 
granted  ex- gratia,  subject  to  the  availability  of  funds,  provided  that  - 

(a)  the  loss  or  damage  was,  in  the  opinion  of  the  Secretary  for  Justice  or 
any  officer  designated  by  him  to  act  on  his  behalf,  not  due  to 
negligence  on  the  part  of  the  claimant; 

(b)  in  respect  of  loss,  compensation  is  limited  in  amount  to  the  estimated 
value  of  the  property  at  the  date  of  the  loss.  If  it  is  difficult  to  assess 
this  value,  depreciation  may  be  assumed  to  be  one-third  of  the  cost; 

(c)  no  compensation  is  granted  in  respect  of  property  which  was  not,  at 
the  time  and  place  of  the  loss  or  damage,  actually  or  conventionally 
necessary  for  the  discharge  of  the  duties  and  the  maintenance  of  the 
position  of  the  officer.  All  articles  of  an  extraordinary  or  fanciful 
character  kept  for  the  gratification  of  private  tastes  are  at  private  risk. 
Claims  for  the  loss  of  money,  which  must  be  reported  to  the  police, 
will  be  limited  to  $100  on  any  one  occasion; 

(d)  for  loss  or  damage  to  baggage/personal  effects  in  transit  when  an 
officer  travels  abroad  on  duty,  the  property  was  within  the  limits 
defined  as  reasonable  in  paragraph  (c)  above.  No  claim  will  be 
entertained  until  the  officer  has  made  every  effort  to  seek 
compensation  from  the  carrier; 

(e)  no  compensation  has  been  obtained  from  another  source  (e.g.  an 
insurance  company).  The  officer  should  certify  this  when  making  his 
claim;  and 

(f)  for  damage  to  vehicles  arising  from  the  circumstances  of  an  officer’s 
duty,  indemnity  for  the  damage  could  not  have  been  obtained  on 
reasonable  terms  under  a  comprehensive  insurance  policy.  The 
officer  should: 

(i)  take  his  car  to  a  reputable  garage  to  obtain  an  itemized  estimate 
of  the  cost  of  repair;  and 

(ii)  before  commencing  repair,  apply  to  the  Deputy  Director  of 
Electrical  and  Mechanical  Services  for  an  inspection  and  a 
certificate  to  the  effect  that  the  cost  of  repair  is  fair  and 
reasonable,  before  submitting  claims  to  the  Department  of 
Justice  for  consideration.  Failure  to  produce  an  estimate  and/or 
to  request  an  inspection  prior  to  commencing  repair  will 
normally  invalidate  any  claim  on  the  Government  by  the  officer 
owning  the  car. 

791. 


Amendment  No.  70/82 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


June  2004 

June  2004 
June  2004 


Injury  and  Death  Benefits 

Injury  and  death  benefits  for  officers  under  different  terms  of  appointment 

792  (1)  (a)  If  an  officer  appointed  on  terms  which  attract  pension  benefits 

under  the  pensions  legislation  is  injured  or  dies  as  a  result  of  the 
discharge  of  his  duties,  he  or  his  dependants  may  opt  to  receive 
either  - 


(i)  statutory  compensation  under  the  Employees’ 
Compensation  Ordinance  (Cap. 282);  or 

(ii)  benefits  under  relevant  pensions  legislation,  specifically, 
the  Pensions  Ordinance  (Cap. 89)  in  respect  of  officers 
under  the  Old  Pension  Scheme,  and  the  Pension  Benefits 
Ordinance  (Cap. 99)  in  respect  of  officers  under  the  New 
Pension  Scheme; 

provided  all  the  criteria  specified  in  the  law  for  the  award  of 
such  compensation/benefits  are  satisfied. 

(b)  If  the  officer  is  incapacitated  from  work  on  account  of  the  duty- 
related  injury  or  if  he  dies  on  duty,  he  will  also  be  granted 
immediate  pension  benefits  or  death  benefits  in  accordance  with 
relevant  pensions  legislation.  Details  of  the  death  benefits 
payable  are  set  out  in  the  Guide  to  Pensions,  Annual  Allowances 
and  Gratuities  at  Annex  2.2. 

(2)  (a)  If  an  officer  serving  on  agreement  terms  is  injured  or  dies  as  a 

result  of  the  discharge  of  his  duties,  he  or  his  dependants  will  be 
granted  compensation  under  the  Employees’  Compensation 
Ordinance  or,  if  his  terms  of  appointment  so  provide,  same 
benefits  as  provided  under  the  pensions  legislation. 

(b)  If  the  officer  is  incapacitated  from  work  on  account  of  the  duty- 
related  injury  or  if  he  dies  on  duty,  he  will  also  be  granted  his 
accrued  benefits  under  the  mandatory  provident  fund  scheme  in 
accordance  with  the  Mandatory  Provident  Fund  Schemes 
Ordinance  (Cap.485)  (MPFSO)  and  contract  gratuity  for  service 
completed  (if  applicable). 


Amendment  No.  30(a)/2004 


CHAPTER  IV  -  SALARIES  AND  ALLOWANCES 


792 

(Cont’d) 


(3)  (a)  If  an  officer  appointed  on  new  terms  is  injured  or  dies  as  a  result 

of  the  discharge  of  his  duties,  he  will  be  eligible  for  statutory 
compensation  under  the  Employees’  Compensation  Ordinance, 
provided  that  all  the  criteria  specified  in  the  law  for  the  award  of 
such  compensation  are  satisfied.  He  is  not  entitled  to  opt  for 
benefits  under  the  pensions  legislation. 

(b)  If  the  officer  is  incapacitated  from  work  on  account  of  the  duty- 
related  injury  or  if  he  dies  on  duty,  he  will  also  be  granted 
incapacity  or  death  benefits  as  set  out  in  relevant  CSB  Circulars 
and  CSB  Circular  Memoranda.  In  addition,  for  an  officer 
appointed  on  new  probationary  or  new  agreement  terms,  he  will 
be  granted  his  accrued  benefits  under  the  mandatory  provident 
fund  scheme  in  accordance  with  the  MPFSO  and  for  an  officer 
appointed  on  new  permanent  terms,  his  accrued  benefits  under 
the  Civil  Service  Provident  Fund  (CSPF)  Scheme  in  accordance 
with  the  terms  and  conditions  of  the  Scheme  and  the  MPFSO. 

(4)  If  an  officer  dies  in  service  on  grounds  unrelated  to  his  duties,  the 

following  benefits  will  be  granted  - 

(a)  for  an  officer  appointed  on  terms  which  attract  pension  benefits, 
death  benefits  in  accordance  with  relevant  pensions  legislation; 

(b)  for  an  officer  appointed  on  agreement  terms,  his  accrued 
benefits  under  the  mandatory  provident  fund  scheme  in 
accordance  with  the  MPFSO,  and  contract  gratuity  for  service 
completed  (if  applicable);  and 

(c)  for  an  officer  appointed  on  new  terms,  death  benefits  as  set  out 
in  relevant  CSB  Circulars  and  CSB  Circular  Memoranda.  In 
addition,  for  an  officer  appointed  on  new  probationary  or  new 
agreement  terms,  he  will  be  granted  his  accrued  benefits  under 
the  mandatory  provident  fund  scheme  in  accordance  with  the 
MPFSO  and  for  an  officer  appointed  on  new  permanent  terms, 
his  accrued  benefits  under  the  CSPF  Scheme  in  accordance  with 
the  terms  and  conditions  of  the  Scheme  and  the  MPFSO. 

(5)  The  authority  for  signing  - 

(a)  the  Notification  of  the  Death  of  a  Serving  Officer/Resigned 
Officer/Retired  Officer  (GF  540  Revised  1/2002)  for  both  duty- 
related  and  non-duty-related  death  cases;  and 

(b)  the  Additional  Pension  paper  (GF  29B)  for  officers  who  have 
opted  to  receive  benefits  under  the  pensions  legislation  under 
CSR  792(l)(a) 
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792  (5)  are  the  same  as  that  for  signing  the  Notification  of 

(Corn'd)  Retirement/Resignation  of  an  Officer  (GF  539  Revised)  set  out  in 
CSR  395(3). 


June  2004  Compensation  claims  for  injury  and  death  on  dut\ 


June  2004  793  (1)  In  all  non-fatal  cases,  the  authority  for  determining  the  eligibility  for 

compensation  and  for  approving  payment  of  compensation  in  respect 
of  non-directorate  officers  is  delegated  to  Permanent 
Secretaries/Deputy  Secretaries/  Principal  Assistant  Secretaries 
(PASs)  of  Bureau,  Heads/Deputy  Heads/Assistant  Heads  of 
Department,  Departmental  Secretaries,  Chief  Executive  Officers  or 
Chief  Superintendent,  Conditions  of  Service  and  Discipline  (HKPF). 
In  the  case  of  directorate  officers,  such  authority  vests  in  the  Civil 
Service  Bureau. 


(2)  In  all  fatal  cases,  the  employees'  compensation  is  determined  by  the 
Commissioner  for  Labour/the  court  of  law,  and  the  eligibility  and 
payment  for  all  awards  to  be  made  under  the  Pensions  Ordinance  or 
the  Pension  Benefits  Ordinance  in  respect  of  non-directorate  officers 
is  delegated  to  Permanent  Secretaries/Deputy  Secretaries/Principal 
Assistant  Secretaries  (PASs)  of  Bureau,  Heads/Deputy 
Heads/Assistant  Heads  of  Department,  Departmental  Secretaries  or 
Chief  Superintendent,  Conditions  of  Service  and  Discipline  (HKPF). 
In  the  case  of  directorate  officers,  such  authority  vests  in  the  Civil 
Service  Bureau.  In  determining  the  eligibility  for  awards,  the 
Department  of  Justice  should  be  consulted. 

June  2004  794  (1)  The  procedures  to  be  followed  in  processing  injury  or  death  on  duty 

cases  are  set  out  in  Annex  4.5.  In  processing  compensation  claims, 
Permanent  Secretaries  or  Heads  of  Department  should  ensure  that 
the  procedures  laid  down  in  the  Employees’  Compensation 
Ordinance  are  observed.  In  case  of  doubt.  Permanent  Secretaries  or 
Heads  of  Department  should  seek  the  advice  of  the  Commissioner 
for  Fabour  or  the  Department  of  Justice. 

(2)  Permanent  Secretaries  or  Heads  of  Department  should  ensure  that 
Section  48  of  the  Employees’  Compensation  Ordinance  is  observed 
and  the  service  of  an  injured  officer  should  not  be  terminated 
without  the  consent  of  the  Commissioner  of  Fabour  and  the 
Secretary  for  the  Civil  Service  before 

(a)  the  Commissioner  for  Fabour  has  issued  a  Certificate  of 
Compensation  Assessment  (Form  5);  or 
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794  (2) 

(Cont’d) 


(b)  the  employing  department  has  entered  into  a  direct  settlement 
agreement  with  the  injured  officer  where  the  injury  results  in 
sick  leave  of  more  than  three  consecutive  days  but  not  more 
than  seven  days,  and  where  the  injured  officer  has  not  suffered 
any  permanent  incapacity;  or 


(c)  the  Employees’  Compensation  Ordinary/Special  Assessment 
Board  has  issued  a  Certificate  of  Assessment  (Form  7  or  Form 
8),  or  a  Certificate  of  Review  of  Assessment  (Form  9  or  Form 
10)  as  appropriate. 


whichever  occurs  first. 


(3)  Where  an  employees’  compensation,  additional  pension  or  dependant 
pension  is  granted  in  respect  of  an  injury  or  death  which  was  caused 
in  circumstances  creating  a  legal  liability  on  persons  other  than  the 
Government,  the  Government  may  take  legal  proceedings  against 
such  persons  to  recover  the  amount  of  employees’  compensation, 
additional  pension  or  dependant  pension  paid.  Permanent  Secretaries 
or  Heads  of  Department  should  seek  advice  from  the  Department  of 
Justice  in  such  circumstances. 


SERVICE  WITH  THE  AUXILIARY  FORCES 

795  (1)  An  officer  called  out  on  active  service  with  the  Auxiliary  Forces, 

within  the  meaning  of  the  Auxiliary  Forces  Pay  and  Allowances 
Ordinance  1967,  for  a  continuous  period  of  25  days  or  less,  may 
receive  his  earned  pay  from  the  Auxiliary  Forces  in  addition  to  his 
Government  salary. 

(2)  An  officer  who  is  continuously  engaged  on  active  service  for  more 
than  25  days  will,  in  accordance  with  Section  12  of  the  Auxiliary 
Forces  Pay  and  Allowances  Ordinance,  be  required  to  elect  either  to 
continue  to  receive  his  salary  as  a  Government  officer  or  to  continue 
to  be  paid  the  monthly  rate  of  pay  which  he  is  eligible  to  be  paid  the 
monthly  rate  of  pay  which  he  is  eligible  to  be  paid  under  Section  8  of 
the  Ordinance.  If  the  officer  opts  for  his  Government  salary,  his 
service  will  continue  to  count  in  full  for  pension  or  contract  gratuity 
purposes.  If  he  opts  for  his  Auxiliary  Forces  pay,  the  period  of  duty 
will  count  as  qualifying  service  only.  In  the  case  of  an  officer  opting 
to  receive  a  lower  Government  salary  than  the  Auxiliary  Forces  pay 
for  which  he  would  be  eligible,  the  Secretary  for  the  Civil  Service 
may,  on  application,  award  a  special  allowance  equivalent  to  the 
deficiency.  All  officers  are  therefore  advised,  in  their  own  interests, 
to  opt  to  continue  to  receive  their  Government  salary. 


796 
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Nov  2002 


MEMBERSHIP  OF  CLUBS  AND  PROFESSIONAL  ORGANIZATIONS 

797  Membership  fees  of  professional  organizations,  and  district  sports  or  arts 
associations  may  be  paid  by  the  Government  in  cases  where  officers  are 
directed  to  join  by  the  Government  or  are  required  to  join  by  virtue  of  their 
duties,  and  provided  that  membership  is  in  the  name  of  the  department 
concerned  or  of  a  particular  post.  The  authority  for  approving  such 
applications  is  - 

(a)  Head  of  Department  in  the  case  of  membership  in  the  name  of  the 
department  or  of  a  particular  post  in  the  department; 

(b)  Permanent  Secretary  in  the  case  of  membership  in  the  name  of  the 
bureau  or  of  a  particular  post  in  the  bureau; 

(c)  The  Permanent  Secretary  concerned  in  the  case  of  membership  in  the 
name  of  the  post  of  Head  of  Department; 

(d)  Secretary  for  the  Civil  Service  in  the  case  of  membership  in  the  name 
of  the  post  of  Permanent  Secretary  or  Head  of  Department  without  a 
policy  bureau  and  for  all  other  cases. 

Permanent  Secretaries  and  Heads  of  Departments  may  authorize  officers 
not  below  the  level  of  Senior  Executive  Officer  to  exercise  their  authority. 


798  -  799 
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July  2002 

Nov  96 

Sept  2003 

Aug  2007 

Dec  98 

Nov  2007 


I.  GENERAL 

800  The  term  "quarters"  means  any  premises  owned  or  leased  by  Government 
for  the  accommodation  of  officers  and  their  families,  or  in  respect  of 
which  Government  pays  an  allowance  towards  the  rent  if  leased  by  an 
officer.  These  include  : 

(a)  Non-departmental  quarters,  which  are  allocated  by  the  Secretary  for 
the  Civil  Service  or  by  the  Quarters  Allocation  Committee  to  officers 
who  are  eligible  for  quarters  by  their  terms  of  service  and  for  whom 
departmental  quarters  are  not  provided; 

(b)  Departmental  quarters,  which  are  allocated  by  the  Head  of 
Department  in  accordance  with  the  Accommodation  Regulations; 

(c)  Post-tied  quarters,  which  are  provided  to  specific  post-holders  for  the 
discharge  of  their  duties  in  accordance  with  the  Accommodation 
Regulations; 

(d)  Hotel  accommodation,  which  is  allocated  by  the  Quartering  Office; 
and 

(e)  Private  tenancies,  which  are  arranged  by  direct  negotiation  between 
the  officer  as  tenant  and  the  landlord,  and  in  respect  of  which  the 
officer  may  be  granted  a  private  tenancy  allowance,  towards  the 
payment  of  rent  for  the  tenancy  (and  a  carpark,  if  any),  rates  and 
management  charges. 


801  For  the  purpose  of  Civil  Service  Regulations  on  quarters  : 

(a)  an  officer's  family  includes  his  spouse  and  dependent  children 
defined  as  children  under  the  age  of  21  years  and  children  who, 
regardless  of  age,  are  dependent  on  the  officer  as  a  result  of  physical 
or  mental  infirmity; 

(b)  a  widowed,  separated  or  divorced  officer  with  one  dependent  child 
will  be  treated  as  a  married  officer  without  children; 


Amendment  No.  45/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


801  (c)  a  widowed,  separated  or  divorced  officer  with  dependent  children 

(Cont’d)  will  be  treated  as  married  officer  with  children. 

Officers  may  be  required  to  produce  documentary  proof  of  their  marital 
circumstances. 


802  (1)  No  officer  is  entitled  as  of  right  to  reside  in  quarters. 

(2)  An  officer  may  be  required  to  vacate  his  quarter  on  at  least  one 
month’s  notice  being  given. 

(3)  A  quarter  may  be  allocated  to  an  officer  even  if  he  has  not  applied  for 
it  (see  also  CSR  535). 

(4)  A  quarter  may  be  allocated  to  an  officer  either  singly  or  with  other 
officers. 

(5)  An  officer  who  has  been  allocated  a  quarter  but  for  any  reason  fails 
to  occupy  it  or  remain  in  residence,  may  be  called  upon  by  the 
allocating  authority  to  relinquish  such  quarter. 

803  (1)  If  an  officer  appointed  on  overseas  terms  obtains  approval  under 

May  2001  CSR  1237  to  spend  part  of  his  vacation  leave  in  Hong  Kong,  this 

does  not  entitle  him  to  reside  in  his  quarter  after  the  date  of 
commencement  of  his  leave.  The  allocating  authority  under  CSR 
800(a)  or  (b)  may  nevertheless  grant  such  an  officer  approval  to 
remain  in  his  quarter  if  the  overstay  is  unavoidable  and  does  not 
exceed  a  few  days. 

(2)  The  family  of  an  officer(s)  appointed  on  overseas  terms  who  is  on 
vacation  leave  is  not  pennitted  to  reside  in  his  quarter  except  with  the 
approval  of  the  Secretary  for  the  Civil  Service. 
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Dec  97 


June  2000 


May  91 


Retention  of  Civil  Service  Housing  Benefits  and  Civil  Service  Housing 
Related  Benefits  During  Leave  and  Posting  in  Places  Outside  Hong 
Kong 

804  (1)  During  the  following  types  of  leave,  an  officer  may  be  permitted  to 

continue  occupying  a  non-departmental  quarter,  or  claim  private 
tenancy  allowance  or  house  allowance,  and/or  claim  furniture  and 
domestic  appliances  or  furniture  and  domestic  appliances  allowances, 
subject  to  the  accommodation  concerned  being  occupied  by  him 
and/or  his  family  (see  CSR  801)  :  - 

(a)  Full  pay  leave  taken  immediately  before  leaving  the  service  on 
retirement,  termination  of  contract,  resignation,  etc.,  for  a 
maximum  period  of  60  days. 

(b)  Full  pay  leave  other  than  that  taken  immediately  before  leaving 
the  service, 

(i)  for  a  maximum  period  of  60  days  if  more  than  60  days  of 
leave  will  be  spent  outside  Hong  Kong;  and 

(ii)  for  the  entire  leave  period  if  60  days  of  leave  or  less  will 
be  spent  outside  Hong  Kong,  subject  to  the  retention  rules 
under  CSR  819  in  the  case  of  non-departmental  quarters. 

Applications  for  continued  payment  of  house  allowance  and  furniture 
and  domestic  appliances  allowances  under  (a)  and  (b)  above  should 
be  addressed  to  the  officer's  Head  of  Department  for  approval.  In 
other  circumstances  and  for  retention  of  the  other  housing  and 
housing  related  benefits,  applications  should  be  addressed  to  the 
Secretary  for  the  Civil  Service  via  the  officer's  Head  of  Department, 
at  least  two  months  before  the  leave  commences.  Extension  to  the 
approved  period  may  be  authorised  exceptionally  by  the  Secretary 
for  the  Civil  Service  depending  on  individual  circumstances. 

(2)  During  the  following  types  of  leave,  an  officer  is  not  eligible  to 
occupy  a  non-departmental  quarter,  or  claim  private  tenancy 
allowance  or  house  allowance,  or  claim  furniture  and  domestic 
appliances  or  furniture  and  domestic  appliances  allowances  :  - 
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June  2000 

June  2000 

Dec  97 


Sept  2003 

Sept  2003 


804  (2)  (a)  no-pay  study  leave  approved  under  CSR  1004  and  CSR  1005; 

(Cont’d)  and 


(b)  no-pay  vacation  leave  approved  under  C SRI  109. 


(3)  Subject  to  the  prior  approval  of  the  Secretary  for  the  Civil  Service, 
an  officer  may  be  permitted  exceptionally  to  continue  receiving  any 
of  the  housing  benefits  set  out  in  CSR  804(1)  above  during  leave  not 
stipulated  in  CSR  804(1)  and  (2)  above. 


(4)  Subject  to  the  prior  approval  of  the  Secretary  for  the  Civil  Service, 
an  eligible  officer  posted  to  an  office  outside  Hong  Kong  may  be 
permitted  to  retain  a  non-departmental  quarter  or  private  tenancy  for 
the  residence  of  his  family  (see  CSR  801),  or  claim  house  allowance, 
and/or  claim  furniture  and  domestic  appliances  or  furniture  and 
domestic  appliances  allowances.  An  officer  retaining  a  non- 
departmental  quarter  or  private  tenancy  will  be  required  to  pay  rent 
appropriate  to  his  salary.  (See  CSR  819(5)  for  retention  of  non- 
departmental  quarters  for  re-occupation  upon  return  from  posting  in 
places  outside  Hong  Kong  and  CSR  873(5)  and  (8)  for  payment  of 
rent.) 


(5)  (a)  Post-tied  quarters  may  not  be  retained  by  officers  on  the  types 

of  leave  stipulated  in  CSR  804(2)  or  on  posting  to  offices 
outside  Hong  Kong.  For  other  types  of  leave,  they  may  not  be 
retained  for  a  period  exceeding  60  days. 

(b)  (i)  Departmental  quarters  may  not  be  retained  by  officers  on 

the  types  of  leave  stipulated  in  CSR  804(2),  or  on  other 
types  of  leave  exceeding  60  days,  or  on  posting  to  offices 
outside  Hong  Kong,  except  as  provided  in  CSR 
804(5)(b)(ii)  below. 
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Sept  2003 


Dec  97 


Apr  90 


804  (5)  (b)  (ii)  At  the  discretion  of  the  Head  of  Department, 
(Cont’d)  departmental  quarters  may  be  retained  for  the  residence 

of  the  officers  themselves  and/or  their  families  as  defined 
in  CSR  801  for  a  period  exceeding  60  days,  by  officers 
proceeding  on 

-  full  pay  leave  including  sick  leave,  maternity  leave 
and  study  leave,  but  excluding  leave  taken 
immediately  before  leaving  the  service;  or 

-  posting  to  offices  outside  Hong  Kong, 

subject  to  payment  of  rent  appropriate  to  their  salaries 
under  CSR  873(5)  and  (8).  If  an  officer  is  permitted  to 
retain  a  departmental  quarter,  he  may  also  be  permitted 
to  retain  furniture  and  domestic  appliances,  or  furniture 
and  domestic  appliances  allowances  in  lieu,  for  the 
period  of  retention  of  the  quarter. 

(iii)  Departments  should  address  applications  for  retention  of 
departmental  quarters  in  circumstances  not  set  out  in  this 
regulation  to  the  Government  Property  Administrator 
with  their  comments. 


[BCH5019W7] 
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Sept  2003  804  (5)  (c)  Heads  of  Departments  are  required  to  submit  an  annual  return 

(Cont’d)  showing  the  basic  data  regarding  retention  of  departmental 

quarters  and/or  post-tied  quarters  under  their  control  to  the 
Government  Property  Administrator  at  the  end  of  March  each 
year. 


Dec  97  (d)  If  an  officer  selected  for  posting  to  an  office  outside  Hong 

Kong  is  pennitted  to  retain  during  the  posting  period  a 
departmental  quarter/furniture  and  domestic  appliances  or 
furniture  and  domestic  appliances  allowances  in  lieu,  the  Head 
of  Department  should  inform  the  Secretary  for  the  Civil 
Service  immediately. 


805  -  807 


Consequences  of  Non-compliance 

Aug  2007  808  It  is  the  responsibility  of  officers  receiving  civil  service  housing  and/or 

housing-related  benefits  to  familiarise  themselves  with  the  rules  and 
regulations  governing  civil  service  housing  and/or  housing-related  benefits 
schemes  in  the  relevant  Accommodation  Regulations,  Civil  Service 
Regulations,  Circulars  and  Circular  Memoranda  issued  from  time  to  time. 

An  officer  who  fails  to  comply  with  the  rules  and  regulations  governing 
civil  service  housing  and/or  housing-related  benefits  schemes  will  be 
required  to  pay  or  refund  to  the  Government  an  appropriate  sum  to  be 
determined  by  the  Secretary  for  the  Civil  Service  (e.g.  loans  or  allowances 
granted  to  or  over-claimed  by  the  officer,  or  damages  equivalent  to  market 
rent  of  quarters  as  recommended  by  the  Government  Property 
Administrator;  and  interest  thereon  at  the  rate  of  2%  above  the  average 
best  lending  rate  of  note-issuing  banks  from  the  date  of  payment/receipt  of 
the  benefits  to  the  date  of  repayment  of  the  benefits/interest,  or  such  other 
rate  of  interest  as  is  provided  for  under  the  relevant  scheme);  and,  if 
appropriate  having  regard  to  the  gravity  of  the  breach,  the  Secretary  for  the 
Civil  Service  - 


(a)  may  withdraw  any  subsequent  assistance  to  the  officer  under  the 
respective  housing  and/or  housing-related  benefits  schemes;  and/or 

(b)  may  disqualify  the  officer  from  all  forms  of  civil  service  housing 
and/or  housing-related  benefits. 
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808  Depending  on  the  gravity  of  the  case,  the  officer  concerned  may  be  liable 
(Cont’d)  to  disciplinary  action  and,  if  found  guilty  of  the  offence,  may  be  subject  to 
punishment,  including  dismissal.  Officers  are  also  reminded  that  any 
breach  of  the  terms  and  conditions  of  housing  and/or  housing-related 
benefits  schemes  may,  in  certain  circumstances,  constitute  a  criminal 
offence  for  which  they  could  be  prosecuted. 

If  an  officer  is  convicted  of  a  criminal  offence  relating  to  the  abuse  of  civil 
service  housing  and/or  housing-related  benefits,  the  Secretary  for  the  Civil 
Service  may  cease  the  provision  of  any  housing  and/or  housing-related 
benefits  payable  to  the  officer  and/or  charge  the  officer  damages 
equivalent  to  market  rent  for  quarters  occupied  by  the  officer,  with  effect 
from  the  date  of  conviction.  The  Secretary  for  the  Civil  Service  may  cease 
the  provision  or  charge  damages  equivalent  to  market  rent, 
notwithstanding  any  appeal  by  the  officer  against  the  conviction,  but  if  the 
conviction  is  subsequently  quashed  the  officer  may  be  refunded  without 
interest  the  housing  and/or  housing-related  benefits  to  which  he  would 
otherwise  have  been  entitled,  and/or  the  difference  between  the  damages 
equivalent  to  market  rent  for  the  quarters  and  the  rent  normally  payable  by 
the  officer  under  CSR  872(1)  for  occupation  of  the  quarters  from  the  date 
of  conviction.  Provided  that  no  refund  will  be  payable  if  it  appears  to  the 
Secretary  for  the  Civil  Service  following  a  subsequent  internal 
investigation,  that  the  officer  has  breached  any  rules  governing  the 
provision  of  civil  service  housing  and/or  housing-related  benefits. 


Amendment  No.  31(2)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Jan 

2009 


II.  PREVENTION  OF  DOUBLE  HOUSING  BENEFITS  AND  DOUBLE 
HOUSING-RELATED  BENEFITS  AND  ENFORCEMENT  OF  LIVE-IN 
REQUIREMENT 

Definition  of  housing  benefits 

809  (1)  (a)  For  the  purpose  of  administering  housing  benefits  in  the  civil 

service,  civil  service  housing  benefits,  civil  service 
housing-related  benefits  and  housing  benefits  are  defined  as 
follows  : 

(i)  Civil  Service  Housing  Benefits 

Housing  benefits  granted  to  a  civil  servant  under  the 

terms  of  his  employment.  These  include  - 

(A)  Non-departmental  Quarters; 

(B)  Private  Tenancy  Allowance; 

(C)  Hotel  Accommodation; 

(D)  Departmental  Quarters  (other  than  barracks); 

(E)  Membership  of  a  Civil  Servants'  Co-operative 
Building  Society,  or  Underlease  of  a 
Government  Built  Housing  Scheme  (other 
than  membership  or  underlease  acquired 
through  beneficial  succession); 

(F)  Legal  title  acquired  through  accepting  the  first 
assignment  of  a  lease  to  a  flat  and  land 
belonged  at  some  time  to  a  Civil  Servants' 
Co-operative  Building  Society  or  a 
Government  Built  Housing  Scheme,  which  is 
subject  to  alienation  restriction  (except  that 
this  sub-paragraph  shall  not  apply  in  the  case 
where  an  officer  became  a  member  of  such 
Society  or  underlessee  of  such  Scheme 
through  beneficial  succession,  or  had  acquired 
the  first  assignment  through  beneficial 
succession,  or  had  inherited  the  flat  and  land 
after  such  assignment); 


Amendment  No.  2 1  ( l)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Feb 

2019 


809  (1)  (a)  (i) 

(Cont’d) 


(G)  Underlease  to  a  flat  and  land  which  belonged 
at  some  time  to  a  Civil  Servants'  Co-operative 
Building  Society  or  a  Government  Built 
Housing  Scheme  (other  than  underlease 
acquired  through  beneficial  succession); 


(H)  House  Allowance; 

(I)  Home  Purchase  Allowance  and/or 
Downpayment  Loan  granted  under  the  Home 
Purchase  Scheme; 


(J)  Home  Financing  Allowance  and/or 
Downpayment  Loan  granted  under  the  Home 
Financing  Scheme; 

(K)  Accommodation  Allowance  granted  under  the 
Accommodation  Allowance  Scheme; 


(L)  Housing  Loan  granted  under  the  Housing 
Loan  Scheme; 


(M)  Public  rental  housing  flat  provided  by  the 
Hong  Kong  Housing  Authority  and  acquired 
under  the  Civil  Service  Public  Housing  Quota, 
irrespective  of  whether  the  officer  concerned 
is  a  tenant  or  an  authorised  occupant; 

(N)  Buy-or-Rent  Option  flat  or  Home  Ownership 
Scheme  flat  (including  flats  sold  under  the 
Home  Ownership  Scheme  sale  exercises  and 
the  Secondary  Market  Scheme  administered 
by  the  Hong  Kong  Housing  Authority,  and  the 
Urban  Improvement  Scheme  flats  completed 
before  March  1981,  the  Flat  for  Sale  Scheme 
and  the  Secondary  Market  for  the  Flat  for  Sale 
Scheme  administered  by  the  Hong  Kong 
Housing  Society)  or  My  Home  Purchase  Plan 
flat  or  Subsidised  Sale  Flats  Project  flat  or 
Green  Form  Subsidised  Home  Ownership 
Pilot  Scheme  flat  or  Green  Form  Subsidised 
Home  Ownership  Scheme  flat  acquired 
through  the  Civil  Service  Public  Housing 
Quota  arrangement,  which  is  subject  to  resale 
restriction,  irrespective  of  whether  the  officer 
concerned  is  an  owner,  a  crucial  member  or  a 
family  member; 

(O)  Loan  or  monthly  subsidy  under  the  Home 
Purchase  Loan  Scheme  or  the  Home 
Assistance  Loan  Scheme  acquired  through  the 
Civil  Service  Public  Housing  Quota 
arrangement; 


Amendment  No.  1/2019 


CHAPTER  V  -  HOUSING  BENEFITS 


809  (1)  (a)  (i)  (P) 

(Cont’d) 


Rent  Allowance  granted  under  the  Rent 
Allowance  Scheme; 


(Q)  Non-accountable  Cash  Allowance  granted 
under  the  Non-accountable  Cash  Allowance 
Scheme;  and 


(R)  Any  other  civil  service  housing  benefits  that 
may  be  introduced  in  future. 


For  the  avoidance  of  doubt,  housing  benefits  granted  to  a 
civil  servant  under  the  tenns  of  his  employment  include  a 
loan  granted  under  the  Home  Purchase  Scheme,  the  Home 
Financing  Scheme  or  the  Housing  Loan  Scheme 
(CSR  809(1  )(a)(i)(I),  (J)  or  (L))  which  has  been  assigned  or 
transferred  by  the  Government  to,  or  is  held  by  the 
Government  as  trustee  for,  a  third  party. 


(ii)  Civil  Service  Housing-related  Benefits 

(A)  Furniture  and  Domestic  Appliances;  and 

(B)  Furniture  Allowance  and  Domestic 
Appliances  Allowance. 

(iii)  Housing  Benefits  provided  by  employers 
(including  the  Government,  publicly-funded 
organisations,  and  private  employers)  but 
excluding  civil  service  housing  benefits  and 
housing-related  benefits  as  defined  in 
CSRs  809(l)(a)(i)  and  (ii) 

Benefits  of  any  nature  granted  by  an  employer  for  the 
purpose  of  housing  or  to  assist  his  employees  in 
meeting  their  housing  needs,  including  but  not 
limiting  to  assistance  for  renting  or  acquiring 
accommodation  or  purchasing  property,  irrespective 
of  the  description  of  the  benefits,  whether  the  benefits 
are  accountable  or  non-accountable,  taxable  or 
non-taxable,  and  whether  the  benefits  are  provided 
with  or  without  an  employee’s  application. 
Examples  of  housing  benefits  include  : 


Amendment  No.  21(3)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


(iii) 


(A)  accommodation  provided  by  employers  rent 
free  or  at  concessionary  rent  (e.g.  quarters); 

(B)  a  housing  loan  or  any  fonn  of  subsidy  or 
assistance  for  purchasing  local  or  overseas 
property,  mortgage  interest  subsidy  schemes 
or  loans  at  concessionary  interest  rates  (e.g. 
the  Home  Loan  Interest  Subsidy  Scheme  of 
the  Hospital  Authority,  low-interest  housing 
loans  provided  to  bank  employees); 

(C)  an  allowance  for  renting  accommodation  or 
purchasing  property  (e.g.  rental 
reimbursement); 

(D)  a  cash  allowance  provided  in  lieu  of  housing 
benefits  (e.g.  an  option  for  a  cash  allowance 
to  replace  a  rental  allowance); 

(E)  a  cash  allowance  which  includes  a  housing 
element  or  which  is  provided  to  encash  fringe 
benefits,  including  housing  (e.g.  the  Cash 
Allowance  provided  by  the  Hong  Kong 
Housing  Authority);  and 

(F)  any  portion  of  a  pay  package  actually  claimed 
by  the  employees  as  rental  reimbursement  for 
tax  purposes  in  their  tax  returns,  such  as  the 
tax  efficiency  schemes. 


Amendment  No.  2 1  (4)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Circumstances  under  which  double  housing  benefits  and  double 
housing-related  benefits  are  not  allowed 

No  concurrent  receipt  of  housing  benefits  and  no 
concurrent  receipt  of  housing-related  benefits  by  an  officer 

809  (1)  (b)  (i)  Except  under  the  circumstances  set  out  in 

(Cont’d)  CSR  809(l)(c),  an  officer  (whether  single,  married, 

separated,  divorced  or  widowed)  is  entitled  to  receive 
at  any  one  time  only  one  civil  service  housing  benefit 
Jan  referred  to  in  CSR  809(l)(a)(i),  and  only  one  of  the 

2009  same  (or  similar)  civil  service  housing-related 

benefits  referred  to  in  CSR  809(l)(a)(ii).  The 
officer  (whether  single,  married,  separated,  divorced 
or  widowed)  is  prohibited  from  receiving  double 
housing  benefits  and/or  double  housing -related 
benefits,  irrespective  of  whether  or  not  they  are 
provided  by  the  Government. 

No  concurrent  receipt  of  housing  benefits  by  a  married 
couple 

(ii)  Except  under  the  circumstances  set  out  in 
CSR  809(1  )(c)  and  the  provisions  of  the 
Non-accountable  Cash  Allowance  under 
CSRs  2007-2020,  a  married  officer  is  not  eligible  to 
receive  any  civil  service  housing  benefits  if  his 
spouse  is  in  receipt  of  a  housing  benefit  provided  by 
her  employer.  No  married  couple  may  receive  more 
than  one  housing  benefit  at  any  one  time  irrespective 
of  whether  or  not  it  is  provided  by  the  Government, 
save  for  the  provisions  of  the  Non-accountable  Cash 
Allowance  under  CSRs  2007-2020. 

No  concurrent  receipt  of  housing-related  benefits  by  a 
married  couple 

(iii)  A  married  officer  is  not  eligible  to  receive  a  particular 
civil  service  housing-related  benefit  if  his  spouse  is  in 

Dec  98  receipt  of  the  same  or  similar  benefit  provided  by  her 

employer.  No  married  couple  may  receive  double 
housing-related  benefits  (i.e.  the  same  or  a  similar 
housing-related  benefit  provided  more  than  once 
concurrently)  irrespective  of  whether  or  not  they  are 
provided  by  the  Government. 


Oct 

2006 


Amendment  No.  2 1  (5)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Jan 

2009 


Jan 

2009 


Forfeiture  and  no  concurrent  receipt  of  housing  benefits 
regarding  Co-operative  Building  Society  or  Government 
Built  Housing  Scheme 

809  (1)  (b)  (iv)  (A)  An  officer  and  his  spouse  (if  he  is  married  and 

(Conf  d)  his  spouse  is  employed  by  the  Government  or  a 

publicly-funded  organisation,  except  where  his 
spouse  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and 
(f)(iv))  are  not  eligible  to  receive  any  other  civil 
service  housing  benefits  and  civil  service 
housing-related  benefits  if  the  officer  or  his 
spouse  is/had  been  an  ex-member  of  a  Civil 
Servants'  Co-operative  Building  Society  or  an 
ex-underlessee  of  a  Government  Built  Housing 
Scheme  who  has/had  given  consent  to  his/his 
spouse’s  Society  or  Scheme  to  apply  for  transfer 
of  title  and  has/had  revoked  the  decision 
subsequently. 

(B)  An  officer  and  his  spouse  (if  he  is  married  and 
his  spouse  is  employed  by  the  Government  or  a 
publicly-funded  organisation,  except  where  his 
spouse  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and 
(f)(iv))  are  not  eligible  to  receive  any  other  civil 
service  housing  benefits  if  he  or  his  spouse 
has/had  obtained  a  legal  title  that  was  acquired 
through  accepting  the  first  assignment  of  a  lease 
to  a  flat  and  land  which  belonged  at  some  time  to 
a  Civil  Servants’  Co-operative  Building  Society 
to  which  a  Government  loan  has  been  granted,  or 
to  a  Government  Built  Housing  Scheme,  and  the 
officer  (or  his  spouse)  was  a  member  of  that 
Society  or  underlease  of  that  Scheme 
immediately  before  such  assignment  (other  than 
where  he  or  his  spouse  became  a  member  or 
underlessee  through  beneficial  succession,  or 
had  inherited  the  flat  and  land  after  such 
assignment). 


Amendment  No.  2 1  (6)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug  809  (1)  (b)  (iv)  (C)  An  officer  is  ineligible  to  receive  any  other  civil 

2007  (Cont’d)  service  housing  benefits  if  he  or  his  spouse  is  a 

member  of  a  current  or  dissolved  Civil  Servants’ 
Co-operative  Building  Society,  or  underlessee  of 
a  current  or  dissolved  Government  Built  Housing 
Scheme  (other  than  where  he  or  his  spouse 
became  a  member  or  underlessee  through 
beneficial  succession). 

No  concurrent  receipt  of  civil  service  housing  benefits  and 
public  housing  benefits 

(v)  Save  where  provisions  exist  under  the  Home 
Purchase  Scheme,  the  Home  Financing  Scheme,  the 
Housing  Loan  Scheme,  the  House  Allowance  or  the 
Non-accountable  Cash  Allowance  Scheme  for  an 
officer  to  receive  concurrent  housing  benefits,  an 
officer  is  ineligible  to  receive  civil  service  housing 
benefits,  if  he  or  his  spouse  is  receiving  any  public 
housing  benefits  in  Hong  Kong  according  to  the 
tenancy  records/ownership  records/subsidy  records/ 
loan  records/licence  records  or  any  records  of  the 
Hong  Kong  Housing  Authority,  Hong  Kong  Housing 
Society,  Hong  Kong  Settlers’  Housing  Corporation 
Jan  and  Urban  Renewal  Authority,  or  that  he  or  his 

2016  spouse  is  being  debarred  by  any  of  the 

above-mentioned  public  housing  authorities  from 
applying  for  public  housing  benefits  because  of 
receipt  of  other  benefits  in  lieu,  regardless  of  whether 
or  not  the  flat  or  loan  or  monthly  subsidy  concerned 
was  acquired  through  the  Civil  Service  Public 
Housing  Quota.  Examples  of  public  housing 
benefits  in  Hong  Kong  include: 


Public  rental  housing 


Aug  -  a  tenant  or  an  authorised  occupant  of  a 

2007  public  rental  housing  flat  (i.e.  a  rental  flat 

provided  by  the  Hong  Kong  Housing 
Authority,  Hong  Kong  Housing  Society  and 
Hong  Kong  Settlers'  Housing  Corporation, 
which  includes  a  rural  public  housing  flat 
and  a  Senior  Citizen  Residence  Scheme  flat); 


Amendment  No.  1/2016 


CHAPTER  V  -  HOUSING  BENEFITS 


809  (1)  (b)  (v)  (B) 

(Cont’d) 

Aug 

2007 


Aug 

2007 


Aug 

2007 


Aug 

2007 


Aug 

2007 


Subsidised  home  ownership  schemes 

(aa)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  Home 
Ownership  Scheme  sale  exercises 
(including  Home  Ownership  Scheme, 
Private  Sector  Participation  Scheme, 
Buy-or-Rent  Option  Scheme,  Mortgage 
Subsidy  Scheme  and  Secondary  Market 
Scheme  administered  by  the  Hong  Kong 
Housing  Authority,  and  Urban 
Improvement  Scheme  flats  completed 
before  March  1981,  Flat  for  Sale  Scheme 
and  Secondary  Market  for  the  Flat  for  Sale 
Scheme  administered  by  the  Hong  Kong 
Housing  Society)  which  is  subject  to  resale 
restriction; 

(bb)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  Sandwich 
Class  Housing  Scheme  administered  by  the 
Hong  Kong  Housing  Society  which  is 
subject  to  resale  restriction; 

(cc)  the  recipient  of,  or  the  crucial  member  or  a 
family  member  of  a  family  in  receipt  of,  a 
loan  granted  under  the  Sandwich  Class 
Housing  Loan  Scheme  administered  by  the 
Hong  Kong  Housing  Society; 

(dd)  the  recipient  of,  or  the  crucial  member  or  a 
family  member  of  a  family  in  receipt  of,  a 
monthly  subsidy  or  a  loan  granted  under 
the  Home  Purchase  Loan  Scheme 
administered  by  the  Hong  Kong  Housing 
Authority; 

(ee)  an  owner  or  an  authorised  occupant  of  a  flat 
sold  under  the  Tenants  Purchase  Scheme 
and  the  Secondary  Market  Scheme 
administered  by  the  Hong  Kong  Housing 
Authority  which  is  subject  to  resale 
restriction; 


Amendment  No.  2 1  (8)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug 

2007 


809  (1)  (b) 

(Cont’d) 


(v)  (B)  (ff)  the  recipient  of,  or  the  crucial  member  or  a 

family  member  of  a  family  in  receipt  of,  a 
loan  granted  under  the  Home  Starter  Loan 
Scheme  administered  by  the  Hong  Kong 
Housing  Society; 


Aug 

2007 


Dec 

2012 


Jan 

2016 


Mar 

2016 


Oct 

2016 


Feb 

2019 


(gg)  the  recipient  of,  or  the  crucial  member  or  a 
family  member  of  a  family  in  receipt  of,  a 
monthly  subsidy  or  a  loan  granted  under 
the  Home  Assistance  Loan  Scheme 
administered  by  the  Hong  Kong  Housing 
Authority; 

(hh)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  My  Home 
Purchase  Plan  administered  by  the  Hong 
Kong  Housing  Society  which  is  subject  to 
resale  restriction; 

(ii)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  Subsidised 
Sale  Flat  Scheme  administered  by  the 
Urban  Renewal  Authority  which  is  subject 
to  resale  restriction; 

(jj)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  Subsidised 
Sale  Flats  Project  administered  by  the  Hong 
Kong  Housing  Society  which  is  subject  to 
resale  restriction; 

(kk)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  Green 
Form  Subsidised  Home  Ownership  Pilot 
Scheme  administered  by  the  Hong  Kong 
Housing  Authority  which  is  subject  to 
resale  restriction; 

(11)  an  owner  or  a  crucial  member  or  a  family 
member  of  a  flat  sold  under  the  Green 
Form  Subsidised  Home  Ownership  Scheme 
administered  by  the  Hong  Kong  Housing 
Authority  which  is  subject  to  resale 
restriction; 


Feb  (mm)  an  owner  or  a  crucial  member  or  a  family 

2019  member  of  a  flat  sold  under  the  Starter 

Homes  Pilot  Project  for  Hong  Kong 
Residents  administered  by  the  Urban 
Renewal  Authority  which  is  subject  to 
resale  restriction; 


Amendment  No.  2/2019 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug 

2007 


Aug 

2007 


Dec  98 


June 

2000 


Aug 

2007 


Jan 

2009 


809  (1)  (b)  (v)  (C)  Other  public  housing  benefits 

(Cont’d)  .  . * 

(aa)  a  recipient  or  a  family  member  of  a 
household  in  receipt  of  a  cash 
compensation  provided  by  the  Hong  Kong 
Housing  Authority  or  the  Hong  Kong 
Housing  Society  in  lieu  of  public  housing 
benefits;  and 

(bb)  a  beneficiary  of  any  form  of  public  housing 
benefit  that  may  be  introduced  from  time  to 
time. 

Forfeiture  of  eligibility  for  civil  service  housing  benefits 
due  to  receipt  of  a  relevant  housing  benefit  from  the 
Government  or  a  publicly -funded  organisation 

(vi)  If  an  officer  or  his  spouse  has  received  any  form  of 
housing  benefits  from  the  Government  or  a 
publicly-funded  organisation,  his  entitlement  to  civil 
service  housing  benefits  may  be  reduced  or  otherwise 
limited.  The  main  circumstances  are  - 

(A)  If  an  officer  has  once  drawn  benefits  under  any 
of  the  following  schemes  in  the  employment 
with  the  Government  or  a  publicly-funded 
organisation  - 

-  one  which  provides  assistance  for  acquiring  a 
property; 

-  one  which  provides  assistance  that  may  be 
used  for  either  renting  accommodation  or 
acquiring  a  property; 

-  one  which  has  a  limited  entitlement  period 
(excluding  the  Non-accountable  Cash 
Allowance  under  CSRs  2000-2099);  or 

-  a  non-accountable  cash  allowance  (excluding 
the  Non-accountable  Cash  Allowance  under 
CSRs  2000-2099)  which  includes  a  housing 
element  or  which  is  paid  in  lieu  of  housing 
benefits, 


Amendment  No.  14(b)/2016 


Jan 

2009 


Aug 

2007 


CHAPTER  V  -  HOUSING  BENEFITS 


809  (1)  (b)  (vi)  (A)  the  officer  may  only  apply  to  join  civil  service 

(Cont’d)  housing  benefits  schemes  which  provide 

assistance  for  acquiring  property,  i.e.  Home 
Purchase  Scheme,  Home  Financing  Scheme  or 
Housing  Loan  Scheme  (see  also  CSR  1932). 
But  the  officer's  entitlement  period  under  the 
respective  scheme  will  be  reduced  by  the  period 
of  assistance  he  and  his  spouse  has  obtained 
from  the  Government  or  the  publicly-funded 
organisation.  This  regulation  is  also  applicable 
to  his  spouse  if  she  is  employed  by  the 
Government  or  a  publicly-funded  organisation 
(except  where  she  meets  the  eligibility  criteria 
for  the  Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and 
(f)(iv)).  For  the  avoidance  of  doubt,  this 
regulation  is  also  applicable  to  an  officer  (except 
where  he  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and 
(f)(iv))  if  his  spouse  has  received  any  of  the 
above  housing  benefits  while  he  is  employed  by 
the  Government  or  a  publicly-funded 
organisation. 

(B)  If  an  officer  or  his  spouse  has  previously  been 
granted  a  loan  to  acquire  a  property  during  his  or 
her  employment  in  the  Government  or  a 
publicly-funded  organisation,  he  will  not  be 
eligible  for  any  downpayment  loan  or  housing 
loan. 


Amendment  No.  14(c)/2016 


CHAPTER  V  -  HOUSING  BENEFITS 


(b)  (vi)  (C)  If  an  officer  has  pennanently  ceased  to  be 
eligible  for  any  housing  benefits  during  his 
employment  in  the  Government  or  a 

publicly-funded  organisation,  he  will  not  be 
eligible  for  any  civil  service  housing  or 
housing-related  benefits,  irrespective  of  any 
break  in  service.  Except  where  the  officer 
ceases  to  be  eligible  for  housing  benefits  after 
having  received  his  full  entitlement  under  the 
Non-accountable  Cash  Allowance  Scheme 
according  to  CSRs  2007-2020  or  having  received 
any  public  housing  benefit  through  the  Civil 
Service  Public  Housing  Quota  under  his 
appointment  on  the  new  civil  service  terms  on  or 
after  1  June  2000  or  where  his  spouse  meets  the 
eligibility  criteria  for  the  Non-accountable  Cash 
Allowance  under  CSRs  2001(a),  (b),  (d),  (e), 
(f)(i),  (f)(ii)  and  (f)(iv),  his  spouse  will  also  be 
ineligible  for  any  civil  service  housing  benefits 
or  housing-related  benefits  if  she  is  also 
employed  by  the  Government  or  a 
publicly-funded  organisation.  (See  also 
CSRs  809(1  )(b)(iv)  and  809(6).)  For  the 
avoidance  of  doubt,  this  regulation  is  also 
applicable  to  an  officer  if  his  spouse  has 
pennanently  ceased  to  be  eligible  for  any 
housing  benefits  during  her  employment  in  the 
Government  or  a  publicly-funded  organisation 
while  he  is  employed  by  the  Government  or  a 
publicly-funded  organisation,  except  where  the 
officer  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  f(i),  f(ii)  and  (f)(iv) 
or  except  where  the  spouse  ceases  to  be  eligible 
for  any  housing  benefits  after  having  received 
her  full  entitlement  under  the  Non-accountable 
Cash  Allowance  Scheme  according  to 
CSRs  2007-2020  or  having  received  any  public 
housing  benefit  through  the  Civil  Service  Public 
housing  Quota  under  her  appointment  on  the 
new  civil  service  terms  on  or  after  1  June  2000. 


Amendment  No.  21(11  )/2008 
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Circumstances  under  which  concurrent  receipt  of  civil  service 
housing  benefits  and  concurrent  receipt  of  civil  service 
housing-related  benefits  are  allowed 


809  (1)  (c)  An  officer  may  receive  concurrent  civil  service  housing 

(Cont’d)  benefits  and/or  concurrent  civil  service  housing-related 

benefits  under  the  following  circumstances  : 


Jan 

2009 


Dec  98 


Dec  98 


Dec  98 


(i)  An  officer  may  occupy  post-tied  quarters  under  the 
direction  of  his  Head  of  Department  while  he  or  his 
spouse  receives  concurrently  another  civil  service 
housing  benefit,  provided  that  in  the  case  of  benefits 
set  out  in  CSRs  809(1  )(a)(i)(B),  (I),  (J),  (K),  (L)  and 
(P),  the  approval  of  the  Director  of  Accounting 
Services  or  in  the  case  of  other  civil  service  housing 
benefits  (except  CSR  809(l)(a)(i)(Q)),  the  approval 
of  the  Secretary  for  the  Civil  Service  is  obtained  (see 
CSR  809(l)(d)).  The  definition  of  post-tied 
quarters  is  contained  in  the  Accommodation 
Regulations.  Where  the  officer  goes  on  leave  for  a 
period  of  30  consecutive  calendar  days  or  more  and 
retains  the  quarters  under  CSR  804(5)(a)  for  his/his 
family's  residence,  he  shall  report  to  the  Director  of 
Accounting  Services/the  Secretary  for  the  Civil 
Service  who  shall  decide  whether  he  may  continue  to 
receive  concurrently  the  other  benefit  during  his 
leave.  The  30  days  referred  to  in  this  regulation 
include  intervening  Sundays  and  Public  Holidays, 
and  Sundays  and  Public  Holidays  occurring  at  the 
beginning  or  end  of  the  leave  period  (see 
CSR  871(5)). 

(ii)  If  an  officer  or  his  spouse  is  in  receipt  of  a  civil 
service  housing  benefit,  he  may  be  granted  hotel 
accommodation  under  CSRs  841(3)  and  (4)  and  as 
provided  under  the  External  Service  Regulations, 
subject  to  the  approval  of  the  Secretary  for  the  Civil 
Service. 

(iii)  If  an  officer  or  his  spouse  is  : 

a  member  of  a  Civil  Servants'  Co-operative 
Building  Society;  or 

an  underlessee  of  a  Government  Built  Housing 
Scheme;  or 
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(iii)  -  an  ex-member  of  a  Civil  Servants'  Co-operative 

Building  Society  to  which  a  Government  loan  has 
not  been  granted  and  who  has  acquired  a  legal 
title  to  a  flat  and  land  which  belonged  to  that 
Society.  (The  Societies  which  have  not  received 
a  Government  loan  are  Wah  Yuen  Chuen  and 
Shatin  Lodge  Co-operative  Building  Societies);  or 

an  owner  of  a  Home  Ownership  Scheme  flat  (as 
defined  in  CSR  809(1  )(b)(v)(B)(aa))  which  was 
not  acquired  by  him  or  his  spouse  through  the 
Civil  Service  Public  Housing  Quota  arrangement; 
or 

a  recipient  of  a  loan,  granted  under  the  Home 
Purchase  Loan  Scheme  administered  by  the  Hong 
Kong  Housing  Authority,  which  was  not  acquired 
through  the  Civil  Service  Public  Housing  Quota 
arrangement;  or 

an  owner  of  a  flat  under  the  Sandwich  Class 
Housing  Scheme, 

he  may  at  the  same  time  receive  a  House  Allowance, 
provided  that  CSRs  861  and  862  are  satisfied. 

(iv)  If  an  officer  is  in  receipt  of  a  Housing  Loan  under  the 
Housing  Loan  Scheme,  Home  Purchase  Allowance 
and/or  Downpayment  Loan  under  the  Home  Purchase 
Scheme,  or  Home  Financing  Allowance  and/or 
Downpayment  Loan  under  the  Home  Financing 
Scheme,  he  may  receive  concurrently  another  civil 
service  housing  benefit,  provided  that  the  tenns  and 
conditions  of  the  schemes  and  regulations  providing 
for  the  concurrent  entitlement  are  satisfied. 

(v)  Where  an  officer  receiving  a  substantive  salary  on  or 
above  MPS  point  34  (or  equivalent)  is  directed  by  his 
Head  of  Department  to  occupy  post-tied  quarters,  he 
may  be  provided  under  the  Accommodation 
Regulations  with  a  set  of  furniture  and  domestic 
appliances  for  that  quarters,  and  at  the  same  time  be 
granted  either  another  set  of  furniture  and  domestic 
appliances  or  furniture  and  domestic  appliances 
allowances  in  lieu  at  the  rates  set  out  in  Annex  5.3  for 
another  accommodation  occupied  by  his  family  (as 
defined  in  CSR  801(a)),  subject  to  CSRs  809(6)  and 
864  and  the  following  conditions  being  met : 
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Jan 

2009 


Aug 

2007 


809  (1)  (c)  (v)  -  the  officer's  family  (as  defined  in  CSR  801(a)) 

(Conf  d)  shall  be  residing  at  the  accommodation  for  which 

the  other  set  of  furniture  and  domestic  appliances 
is  supplied  or  furniture  and  domestic  appliances 
allowances  in  lieu  are  granted; 

the  officer  is  eligible  for  exemption  from  rent 
under  CSR  871(2);  or  where  the  other 
accommodation  occupied  by  his  family  is  a  civil 
service  housing  benefit,  the  officer  has  obtained 
approval  from  the  Secretary  for  the  Civil  Service 
or  the  Head  of  Department  as  appropriate  for  the 
retention  of  such  a  benefit;  and 


the  accommodation  shall  not  be  let  or  sub-let  to 
any  person. 

(vi)  Where  there  are  other  exceptional  circumstances 
approved  by  the  Secretary  for  the  Civil  Service. 


Direction  to  occupy  post-tied  quarters 

(d)  If  a  Head  of  Department  directs  an  officer  in  receipt  of  a  civil 
service  housing  benefit  to  occupy  post-tied  quarters,  he  shall 
inform  the  Government  Property  Administrator  within  14 
days  of  such  direction.  In  the  case  of  the  benefits  set  out  in 
CSRs  809(1  )(a)(i)(A),  (C)  and  (E)-(G),  the  Secretary  for  the 
Civil  Service  shall  also  be  notified;  in  the  case  of 
CSR  809(1  )(a)(i)(B),  (I)-(L)  and  (P),  the  Director  of 
Accounting  Services  shall  also  be  notified;  in  the  case  of 
CSRs  809(1  )(a)(i)(M)-(0),  the  Director  of  Housing  shall  also 
be  notified  (see  CSRs  809(l)(c)(i)  and  823(1)). 


Switching  of  housing  benefits  and  housing-related  benefits 

(e)  Save  as  provided  in  CSRs  809(1  )(b)(iv)(A)  and  (B), 
809(1  )(b)(vi)  and  809(l)(c)  and  CSR  809(6),  an  officer  in 
receipt  of  one  civil  service  housing  benefit  and/or  civil 
service  housing-related  benefit  may  relinquish  this  benefit 
for  switching  to  another  civil  service  housing  benefit  and/or 
civil  service  housing-related  benefit  provided  to  him  by  the 
Government,  or  to  a  housing  benefit  and/or  housing-related 
benefit  provided  to  his  spouse  by  her  employer. 


Amendment  No.  21(14)/2008 
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Jan 

2009 


Jan 

2009 


Exercise  of  option  upon  marriage  or  a  married  officer/spouse  of  a 
married  officer  joining  the  Government 

809  (2)  (a)  A  married  officer  (including  an  officer  separated  from  his 

(Cont’d)  spouse)  is  required  to  opt  for  either  the  civil  service  housing 

benefits  and/or  civil  service  housing-related  benefits 
provided  to  him  by  the  Government  or  such  benefits 
provided  to  his  spouse  by  her  employer,  except  where  he  or 
his  spouse  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b), 
(d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)  (see  also  CSR  2010). 


(b)  At  the  time  of  marriage,  an  officer  in  receipt  of  a  civil  service 
housing  benefit  and/or  civil  service  housing-related  benefit 
or  has  opted  for  the  Home  Financing  Scheme  under 
CSRs  1605-1609  should  exercise  such  an  option  (i.e.  to  opt 
for  either  his  or  his  spouse’s  housing  benefits  and/or 
housing-related  benefits  with  effect  from  the  date  of  his 
marriage)  within  60  days  of  his  marriage  (see 
CSR  809(4)(a)),  except  where  he  or  his  spouse  meets  the 
eligibility  criteria  for  the  Non-accountable  Cash  Allowance 
under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)  (see 
also  CSR  2010).  The  officer  shall  then  rectify  any 
concurrent  receipt  of  housing  benefits  and/or  housing-related 
benefits  by  him  and  his  spouse  during  the  option  period  (see 
CSR  809(2)(f)).  This  option  can  be  changed  at  any  time  if 
the  officer  and  his  spouse  so  wish,  subject  to  any  specific 
conditions  attaching  to  a  particular  benefit,  and  also  subject 
to  the  prior  approval  in  writing  of  the  Secretary  for  the  Civil 
Service  or  the  Director  of  Accounting  Services  being 
obtained  (see  also  CSRs  809(l)(b)(iv)(A)  and  (B), 
809(l)(b)(vi)  and  809(6)).  A  separated  officer  who  has 
genuine  difficulties  in  complying  with  this  regulation  must 
report  to  the  Secretary  for  the  Civil  Service  who  shall 
consider  each  case  on  its  merits. 
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Jan 

2009 


Jan 

2009 


809  (2)  (c)  At  the  time  of  marriage,  if  an  officer  (except  where  he  meets 

(Cont’d)  the  eligibility  criteria  for  the  Non-accountable  Cash 

Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and 
(f)(iv),  see  also  CSR  2010)  is  not  receiving  any  civil  service 
housing  benefit  and/or  civil  service  housing-related  benefit 
or  has  not  opted  for  the  Home  Financing  Scheme  under 
CSRs  1605-1609  but  his  spouse  is  receiving,  under  the 
employment  with  a  publicly-funded  organisation  or  the 
Government,  a  housing  benefit  which  is  not  a  civil  service 
housing  benefit  but  is  subject  to  CSR  809(l)(b)(vi),  the 
officer  may  also  opt  within  60  days  of  his  marriage  to  cease 
his  spouse’s  housing  benefit  with  effect  from  the  date  of 
marriage  (see  also  CSR  809(2)(f)).  The  officer  shall 
produce  documentary  proof  of  such  option  (e.g. 
correspondence  with  his  spouse’s  employer  to  cease  within 
60  days  of  their  marriage  his  spouse’s  housing  benefits  with 
effect  from  the  date  of  their  marriage)  and  refund  to  the 
respective  approving  authority  any  housing  benefit  received 
by  his  spouse  during  the  60-day  option  period  when  he 
applies  for  civil  service  housing  benefits  and/or 
housing-related  benefits. 


(d)  At  the  time  the  spouse  of  a  married  officer  (except  where  the 
spouse  meets  the  eligibility  criteria  for  the  Non-accountable 
Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i), 
(f)(ii)  and  (f)(iv),  see  also  CSR  2010)  joins  the  Government, 
if  the  officer  is  receiving  any  civil  service  housing  benefit 
that  is  subject  to  CSRs  809(l)(b)(iv)(A)  or  (B),  809(l)(b)(vi) 
or  809(6)(a)(i)-(iv),  or  has  opted  for  the  Home  Financing 
Scheme  under  CSRs  1605-1609,  the  officer  may  opt  to  cease 
his  housing  benefits  or  not  to  commence  to  receive  housing 
benefits  under  the  Home  Financing  Scheme  (as  appropriate) 
within  60  days  from  his  spouse’s  joining  the  Government. 
The  officer  has  to  inform  the  approving  authority  of  his  civil 
service  housing  benefits  of  his  option  in  writing  or  by 
completing  the  prescribed  form  of  the  respective  benefits 
within  the  60-day  period  (see  also  CSR  809(2)(f)). 
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Jan 

2009 


Jan 

2009 


809  (2)  (e)  At  the  time  a  married  officer  (except  where  he  meets  the 

(Cont’d)  eligibility  criteria  for  the  Non-accountable  Cash  Allowance 

under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv),  see 
also  CSR  2010)  joins  the  Government,  if  his  spouse  is 
receiving,  under  the  employment  with  a  publicly-funded 
organisation  or  the  Government,  a  housing  benefit  which  is 
not  a  civil  service  housing  benefit  but  is  subject  to 
CSR  809(1  )(b)(vi),  the  officer  may  opt  to  cease  his  spouse’s 
housing  benefits  within  60  days  from  his  joining  the 
Government  (see  also  CSR  809(2)(f)).  The  officer  shall 
produce  documentary  proof  of  such  option  (e.g. 
correspondence  with  his  spouse’s  employer  to  cease  within 
60  days  of  his  joining  the  Government  his  spouse’s  housing 
benefits  with  effect  from  the  date  of  his  joining  the 
Government)  and  refund  to  the  respective  approving 
authority  any  housing  benefit  received  by  his  spouse  during 
the  60-day  option  period  when  he  applies  for  civil  service 
housing  benefits  and/or  housing-related  benefits. 

(f)  If  an  officer  has  made  an  option  within  the  60-day  option 
period  under  CSR  809(2)(b),  (c),  (d)  or  (e)  - 

(i)  to  cease  to  receive  the  housing  benefit  that  is  subject 
to  CSRs  809(1  )(b)(iv)(A)  or  (B),  809(l)(b)(vi)  or 
809(6)(a)(i)-(iv)  with  effect  from  the  date  of  marriage 
or  the  officer’s/his  spouse’s  joining  the  Government 
(as  appropriate)  by  the  officer  or  his  spouse,  and  has 
subsequently  refunded  such  benefit  received  during 
the  60-day  option  period  within  14  days  from  the  day 
following  the  expiry  date  of  the  option  period  or 
within  any  other  time  limit  specified  by  the  approving 
authority  of  the  respective  civil  service  housing 
benefits  and/or  civil  service  housing-related  benefits 
as  appropriate;  or 

(ii)  not  to  commence  to  draw  housing  benefits  under  the 
Home  Financing  Scheme  by  the  officer  or  his  spouse 
if  he  or  his  spouse  has  made  an  option  for  the  Home 
Financing  Scheme  under  CSRs  1605-1609, 


Amendment  No.  21(1 7)/2008 
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809  (2)  (f)  the  receipt/option  of  such  housing  benefit  by  the  officer  or 

(Conf  d)  his  spouse  before  their  marriage  or  the  officer’s/his  spouse’s 

joining  the  Government  (as  appropriate)  generally  will  not 
affect  the  other  half  s  eligibility  for  civil  service  housing 
benefits  and  housing-related  benefits.  (See  also 
CSRs  809(1  )(b)(iv)(A)  and  (B),  809(l)(b)(vi)  and  809(6).) 
If  his  spouse  is  receiving,  under  the  employment  with  a 
publicly-funded  organisation  or  the  Government,  housing 
benefits  and/or  housing-related  benefits  other  than  civil 
service  housing  benefits  and/or  civil  service  housing-related 
benefits,  the  officer  and  his  spouse  should  consult  his 
spouse’s  employer(s)  on  the  terms  and  conditions  of  such 
provision,  particularly  whether  the  employer(s)  will  allow  his 
spouse  to  refund  the  benefits  received  during  the  60-day 
option  period.  If  his  spouse’s  employer(s)  will  not  allow 
his  spouse  to  refund  the  benefits  received,  depending  on  their 
option,  his  spouse  shall  have  to  cease  to  receive  her  benefits 
before  their  marriage  or  the  officer’s  joining  the  Government 
(as  appropriate). 


June  99 


Aug 

2007 


Requirement  for  applicants  for  civil  service  housing  benefits  to 
complete  GF  551 

(3)  When  an  officer  (whether  single,  married,  separated,  divorced  or 
widowed)  applies  for  a  civil  service  housing  benefit,  he  is  required 
to  forward  a  "Statement  on  Housing  and  Housing-related  Benefits 
Received  by  An  Officer/His  Spouse"  (GF  551)  to  - 

(a)  his  Head  of  Department  in  the  case  of  departmental  quarters, 
and  public  housing  benefits  through  the  Civil  Service  Public 
Housing  Quota  arrangement;  or 

(b)  the  Director  of  Accounting  Services  and  his  Head  of 
Department  in  the  case  of  Home  Financing  Scheme,  Home 
Purchase  Scheme,  Housing  Loan  Scheme,  Private  Tenancy 
Allowance,  Accommodation  Allowance  Scheme,  Rent 
Allowance  Scheme  and  Non-accountable  Cash  Allowance 
Scheme;  or 

(c)  the  Secretary  for  the  Civil  Service  and  his  Head  of 
Department  in  the  case  of  other  civil  service  housing 
benefits. 
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Aug 

2007 


June  99 


Aug 

2007 


Aug 

2007 


Aug 

2007 


Requirement  for  officers  in  receipt  of  civil  service  housing  benefits  to 
report  changes  in  relevant  circumstances 


809  (4)  (a)  An  officer  (whether  single,  married,  separated,  divorced  or 

(Cont’d)  widowed)  who  is  in  receipt  of  civil  service  housing  benefit(s) 

is  required  to  report  to  - 


(i)  his  Head  of  Department  in  the  case  of  departmental 
quarters,  and  public  housing  benefits  acquired 
through  the  Civil  Service  Public  Housing  Quota 
arrangement;  or 

(ii)  the  Director  of  Accounting  Services  and  his  Head  of 
Department  in  the  case  of  Home  Financing  Scheme, 
Home  Purchase  Scheme,  Housing  Loan  Scheme, 
Private  Tenancy  Allowance,  Accommodation 
Allowance,  Rent  Allowance  Scheme  and 
Non-accountable  Cash  Allowance  Scheme;  or 

(iii)  the  Secretary  for  the  Civil  Service  and  his  Head  of 
Department  in  the  case  of  other  civil  service  housing 
benefits 

-  any  change  in  the  infonnation  (other  than  change  in  marital 
status)  provided  in  the  "Statement  on  Housing  and 
Housing-related  Benefits  Received  by  An  Officer/His 
Spouse"  (G.F.  551)  within  30  days  by  submitting  a  new 
G.F.  551; 

-  any  change  in  circumstances  (other  than  change  in  marital 
status)  which  affect  his  entitlement  to  such  benefit(s)  in 
writing  within  30  days;  and 

-  any  change  in  marital  status  (i.e.  single,  married,  separated, 
divorced  or  widowed)  in  writing  within  60  days.  This 
regulation  is  not  applicable  to  an  officer  who  is  receiving  the 
Non-accountable  Cash  Allowance  according  to 
CSRs  2007-2020. 


(b)  An  officer  (whether  single,  married,  separated,  divorced  or 
widowed)  who  is  in  receipt  of  civil  service  housing-related 
benefit(s)  provided  by  the  Government  is  required  to  report 
to  his  Head  of  Department  within  60  days  of  any  change  in 
marital  status  and  within  30  days  of  any  other  change  in 
circumstances  which  affect  his  entitlement  to  such  benefit(s). 
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Dec  98 


Jan 

2009 


809  (4)  (c)  Any  overpayment  of  allowances  due  to  the  officer's  failure  to 

(Cont’d)  comply  with  CSR  809(4)(a)  and  (b)  may  result  in  deduction 

of  the  overpayment  and  interest  thereon  from  his  salary,  or 
from  any  money  due  to  him  or  to  his  estate. 


No  concurrent  receipt  of  civil  service  housing  benefits  regarding  House 
Allowance 

(5)  An  officer  may  not  claim  House  Allowance  if  another  person  is  also 
claiming  the  allowance  or  another  civil  service  housing  benefit  in 
respect  of  the  same  accommodation. 


Forfeiture  of  eligibility  for  civil  service  housing  and  housing-related 
benefits  due  to  receipt  of  a  relevant  civil  service  housing  benefit 

(6)  (a)  As  from  the  date  an  officer  : 

(i)  commences  to  receive  Home  Purchase  Allowance 
under  the  Home  Purchase  Scheme,  Home  Financing 
Allowance  under  the  Home  Financing  Scheme,  Rent 
Allowance  under  the  Rent  Allowance  Scheme,  or 
receives  a  Housing  Loan  under  the  Housing  Loan 
Scheme  or  opts  for  the  Home  Financing  Scheme 
under  CSRs  1605-1609  (except  where  he  is  entitled 
to  continue  receiving  other  civil  service  housing 
benefits  and/or  housing-related  benefits  under  the 
Terms  and  Conditions  of  the  Scheme  concerned);  or 

(ii)  acquires  a  legal  title  through  accepting  the  first 

assignment  of  a  lease  to  a  flat  and  land  which 
belonged  at  some  time  to  a  Civil  Servants' 

Co-operative  Building  Society  to  which  a 
Government  loan  has  been  granted,  or  a  Government 
Built  Housing  Scheme,  and  the  officer  was  a  member 
of  that  Society  or  underlessee  of  that  Scheme 
immediately  before  such  assignment  (other  than 
where  he  became  a  member  or  underlessee  through 
beneficial  succession,  or  had  inherited  the  flat  and 
land  after  such  assignment);  or 

(iii)  acquires  an  underlease  to  a  flat  and  land  which 

belonged  at  some  time  to  a  Civil  Servants' 

Co-operative  Building  Society  from  an  ex-member  of 
such  Society  who  does  not  acquire  legal  title  through 
accepting  assignment  after  such  Society  has  been 
dissolved  (other  than  underlease  acquired  through 
beneficial  succession);  or 


Amendment  No.  2 1  (20)/2008 
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809  (6)  (a) 

(Cont’d) 


(iv)  commences  to  receive  Non-accountable  Cash 
Allowance  under  the  Non-accountable  Cash 
Allowance  Scheme  in  accordance  with 
CSRs  2021-2040;  or 


(v)  commences  to  receive  Non-accountable  Cash 
Allowance  under  the  Non-accountable  Cash 
Allowance  Scheme  in  accordance  with 
CSRs  2007-2020;  or 


(vi)  acquires  public  housing  benefit  under  the  Civil 
Service  Public  Housing  Quota  under  his  appointment 
on  the  new  civil  service  terms  on  or  after 
1  June  2000, 


his  eligibility  for  all  other  civil  service  housing  benefits  and 
housing-related  benefits  set  out  in  CSRs  809(1  )(a)(i)  and 
809(l)(a)(ii)  is  immediately  and  irrevocably  forfeited.  An 
officer  covered  by  CSR  809(6)(a)(iv)  will  also  immediately 
and  irrevocably  forfeit  his  eligibility  for  the  Non-accountable 
Cash  Allowance  under  the  Non-accountable  Cash  Allowance 
Scheme  in  accordance  with  CSRs  2007-2020.  However,  his 
eligibility  for  furniture  and  domestic  appliances  allowances 
is  not  forfeited  if  he  is  an  officer  under  CSR  809(6)(a)(ii)  or 
(iii),  or  commenced  to  receive  Home  Purchase  Allowance 
before  1  October  1990,  or  drew  down  Housing  Loan  before 
14  June  1991. 


Sept 

2003 


Jan 
2009 

organisation,  his  spouse’s  eligibility  for  the  civil  service 
housing  benefits  and  civil  service  housing-related  benefits 
will  also  be  forfeited  as  set  out  in  CSR  809(6)(a)  during  his 
spouse's  service  with  the  Government,  regardless  of  whether 
such  service  is  broken,  except  where  his  spouse  is  directed  to 
occupy  post-tied  quarters  by  his  spouse's  Head  of 
Department  or  where  his  spouse  meets  the  eligibility  criteria 
for  the  Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv). 


(b)  Where  an  officer  has  forfeited  his  eligibility  for  the  civil 
service  housing  benefits  and  civil  service  housing-related 
benefits  as  set  out  in  CSR  809(6)(a)  above,  he  will  not  be 
eligible  for  any  such  benefits  during  his  remaining  service, 
regardless  of  whether  such  service  is  broken,  except  where 
he  is  directed  to  occupy  post-tied  quarters  by  his  Head  of 
Department. 

(c)  If  an  officer  in  CSR  809(6)(a)(i)  to  (iv)  is  married  and  his 
spouse  is  employed  by  the  Government  or  a  publicly-funded 


Amendment  No.  2 1  (2 1  )/2008 
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Live-in  requirement 


Jan  809  (7)  (a)  An  officer  in  receipt  of  civil  service  housing  benefit(s) 

2009  (Cont’d)  stipulated  in  CSR  809(l)(a)(i)  (except  CSR  809(1  )(a)(i)(Q)) 

is  required  to  personally  live  in  the  accommodation  as  his 
full-time  residence,  unless  prior  written  approval  for 
exemption  is  obtained  from  - 


Jan 

2009 

Jan 

2009 


Sept 

2003 

Aug 

2007 


(i)  the  Director  of  Housing  for  the  benefits  set  out  in 
CSR  809(l)(a)(i)(M)-(O); 

(ii)  the  Director  of  Accounting  Services  for  benefits  set 
out  in  CSR  809(1  )(a)(i)(B),  (I),  (J),  (K),  (L)  and  (P); 
or  the  Secretary  for  the  Civil  Service  for  the  other 
civil  service  housing  benefits  for  circumstances  other 
than  the  following  - 

he  has  acquired  an  uncompleted  property  and  is 
thereby  exempted  from  the  live-in  requirement 
until  the  property  is  ready  for  occupation  (the 
property  is  deemed  to  be  ready  for  occupation  one 
month  from  the  date  on  which  a  mortgage  or  first 
legal  charge  on  the  property  is  executed);  or 

he  is  directed  by  his  Head  of  Department  to  live 
in  post-tied  quarters;  or 

he  is  on  duty,  posting,  training  or  approved  leave 
outside  Hong  Kong;  or 


Aug  -  he  is  admitted  to  hospital  in  Hong  Kong. 

2007 


Aug 

2007 


Sept  98 


(b)  Letting,  sub-letting  or  use  of  such  accommodation/property 
under  assistance  (including  parking  space(s) 
approved/allocated  under  the  respective  civil  service  housing 
benefit(s)),  or  any  part  thereof,  for  any  purpose  other  than 
residence  for  the  officer  himself  and  his  family  is  prohibited. 

(c)  The  respective  approving  authorities  of  the  housing  benefits 
schemes  shall  set  in  place  control  mechanisms  to  ensure 
compliance  with  the  live-in  requirement.  They  have  the 
absolute  right  and  discretion  to  - 

(i)  conduct  inspections  on  the  accommodation/property 
under  the  scheme  to  check  on  compliance  with  the 
live-in  requirement  at  all  reasonable  times; 
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Aug 

2007 


Aug 

2007 


809  (7)  (c)  (ii)  conduct  other  types  of  checking  as  they  consider 

(Cont’d)  appropriate  and  necessary;  and 

(iii)  demand  relevant  infonnation  and  documents  from  the 
officer,  his  department  and  the  relevant  lending 
institution  from  time  to  time. 

Officers  are  required  to  give  every  facility  and  assistance  to 
staff  of  the  approving  authorities  in  carrying  out  these  duties. 


Consequences  of  non-compliance 

(8)  An  officer  who  fails  to  comply  with  CSR  809(l)-(7)  will  be  subject 
to  consequences  set  out  in  CSR  808. 


Definition  and  examples  of  “publicly-funded  organisation” 

(9)  For  the  purpose  of  enforcing  the  rules  on  prevention  of  double 
housing  benefits  and  double  housing-related  benefits  in  the  civil 
service,  “publicly-funded  organisation”  means  an  organisation,  other 
than  a  commercially-run  corporation  where  the  Government  is  an 
investor,  which  uses  recurrent  subvention  to  finance  a  housing 
benefit  scheme  or  to  support  pay  packages  which  contain  a  clearly 
identifiable  housing  element.  Examples  of  publicly-funded 
organisations  are  (in  alphabetical  order)  - 

(a)  Applied  Science  and  Technology  Research  Institute; 

(b)  Consumer  Council; 

(c)  Duty  Lawyer  Service; 

(d)  Employees  Retraining  Board; 

(e)  Equal  Opportunities  Commission; 

(f)  Ex-Provisional  Regional  Council; 

(g)  Ex-Provisional  Urban  Council; 

(h)  Ex-Hong  Kong  Sports  Development  Board; 

(i)  Hong  Kong  Academy  for  Performing  Arts; 

(j)  Hong  Kong  Arts  Development  Council; 

(k)  Hong  Kong  Council  on  Smoking  and  Health; 
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Aug 

2007 


809  (9)  (1) 

(Cont’d) 

(m) 

(n) 

(o) 

(P) 

(q) 

(r) 

(s) 


Hong  Kong  Housing  Authority; 

Hong  Kong  Sports  Institute  Limited; 

Hong  Kong  Productivity  Council; 

Hong  Kong  Tourism  Board; 

Hospital  Authority; 

Institutions  funded  by  the  University  Grants  Committee; 
Legislative  Council  Commission; 

Office  of  The  Ombudsman; 


(t)  Office  of  the  Privacy  Commissioner  for  Personal  Data; 

(u)  Organisations  whose  staff  participated  in  the  Mortgage 
Interest  Subsidy  Scheme  administered  by  the  Education 
Bureau; 


(v)  Prince  Philip  Dental  Hospital;  and 

(w)  Vocational  Training  Council. 


Officers  separated  from  their  spouses 

(10)  For  the  purpose  of  the  rules  on  prevention  of  double  housing 
benefits  and  double  housing-related  benefits  in  the  civil  service,  the 
term  "married  officer"  includes  an  officer  separated  from  his  spouse. 
A  separated  officer  who  has  genuine  difficulties  in  complying  with 
this  regulation  must  report  to  the  Secretary  for  the  Civil  Service  who 
shall  consider  each  case  on  its  merits. 


Interpretation 

(11)  In  the  event  of  any  dispute  arising  from  this  regulation,  the  Secretary 
for  the  Civil  Service's  decision  shall  be  final. 


Amendment  No.  21(24)/2008 
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III.  NON-DEPARTMENTAL  QUARTERS 
Allocation  Procedure 


810 


Jan  91 


Dec  98 


July  02 


July  02 


(1)  In  this  section,  except  where  otherwise  stated,  “quarters”  means 
“non-departmental  quarters”. 

(2)  The  allocation  of  non-departmental  quarters  is  normally  restricted  to 
the  following  officers 

(a)  officers  appointed  on  overseas  terms  who  were  offered 
appointment  before  1  October  1990  and  whose  service  has 
been  continuous  since  reporting  for  duty; 

(b)  officers  appointed  on  local  terms  who  were  offered 
appointment  before  1  October  1990  and  whose  service  has 
been  continuous,  if  receiving  a  substantive  salary  on  or  above 
point  45  of  the  Master  Pay  Scale  (MPS)  or  equivalent  as 
specified  in  CSR  Annex  14.3;  and 

(c)  officers  whose  terms  of  appointment  provide  for  such  benefit. 

(3)  The  Secretary  for  the  Civil  Service  allocates  at  his  discretion  non- 
departmental  quarters  to  officers  with  substantive  monthly  salaries  on 
D6  and  above  or  equivalent  and,  in  exceptional  circumstances,  to 
other  officers. 


(4)  The  Quarters  Allocation  Committee  allocates  non-departmental 
quarters  to  eligible  officers  other  than  those  referred  to  in  CSR  810(3) 
above. 


(5)  A  list  of  all  non-departmental  quarters  is  kept  in  the  Quartering 
Office.  This  list  is  open  to  inspection. 


811  The  Quarters  Allocation  Committee  consists  of : 


July  02 


Aug 

2007 


(a)  a  Chairman  appointed  by  the  Secretary  for  the  Civil  Service  ; 

(b)  members  nominated  by  their  respective  Staff  Associations  and 
appointed  by  the  Secretary  for  the  Civil  Service,  namely  - 

(i)  one  member  representing  the  Association  of  Expatriate  Civil 
Servants  of  Hong  Kong; 


Amendment  No.  3 1  (25)/2007 
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811  (b)  (ii)  two  members  representing  the  Hong  Kong  Senior  Government 

(Cont’d)  Officers  Association; 


(iii)  one  member  representing  the  Police  Superintendents’ 
Association;  and 


July  97 


(iv)  one  member  representing  the  Overseas  Inspectors’  Association; 
and 


July 

2001 


(c)  the  Housing  and  Quartering  Officer  who  is  the  ex-officio  Secretary  of 
the  Committee. 


June  812 
2004 


(1)  The  Quarters  Allocation  Committee  will  issue  circulars  at  regular 
intervals  notifying  the  availability  and  the  allocation  of  non- 
departmental  quarters.  A  non-departmental  quarters  allocation 
exercise  will  normally  be  held  once  every  two  months. 

(2)  When  deciding  an  allocation  the  Quarters  Allocation  Committee  will 
follow  the  rules  set  out  in  CSR  814. 


June  813 
2004 


July 

2001 


(1)  An  officer  who  wishes  to  apply  for  non-departmental  quarters  should 
complete  Form  G.F.  86  and  send  it  direct  to  the  Housing  and 
Quartering  Officer  (in  his  capacity  as  Secretary  of  the  Quarters 
Allocation  Committee).  The  Housing  and  Quartering  Officer  will 
then  send  the  third  copy  to  the  officer’s  department.  The  Department 
should  check  the  personal  details  and  immediately  report  any 
discrepancies  to  the  Housing  and  Quartering  Officer. 

(2)  Under  no  circumstances  will  an  application  be  considered  if  received 
by  the  Housing  and  Quartering  Officer  after  the  closing  time  notified 
in  the  relevant  circular. 
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July  2001  813  (3)  The  officer  is  responsible  for  determining  his  entitlements  under 

(Cont’d)  these  quartering  regulations  and  for  ensuring  that  all  the  infonnation 

required  is  fully  and  correctly  shown  on  the  application  form.  When 
in  doubt  he  should  consult  the  Housing  and  Quartering  Officer.  The 
Housing  and  Quartering  Officer  is  not  responsible  for  correcting 
errors  in  application  forms. 

(4)  Incorrect  or  insufficient  information  may  disqualify  the  applicant  or 
result  in  the  quarter  being  allocated  to  another  officer.  An  allocation 
decided  on  the  basis  of  incorrect  information  supplied  by  the  officer 
will  be  invalidated.  If  a  quarter  has  been  occupied  as  a  result  of  an 
allocation  which  is  later  declared  invalid,  the  officer  concerned  must 
vacate  it  within  two  weeks  of  receiving  notice  of  such  declaration. 
Appeals  for  extension  of  this  period  will  not  be  considered. 

July  2001  (5)  An  officer  is  expected  personally  to  ensure  that  a  quarter  is  suitable 

for  his  purposes  before  applying  for  it.  Requests  for  withdrawal  of 
application  must  be  made  in  writing  and  reach  the  Housing  and 
Quartering  Officer  before  12  noon  on  the  day  preceding  the  sitting  of 
the  Quarters  Allocation  Committee  for  allocation  of  that  quarter. 
The  officer  will  be  treated  as  if  not  having  applied  for  the  quarter 
from  which  he  withdrew  his  application. 

June  2004  (6)  Requests  for  withdrawal  after  allocation  must  be  made  in  writing  and 

reach  the  Housing  and  Quartering  Officer  before  12  noon  on  the 
Friday  following  the  Quarters  Allocation  Committee  meeting  (first 
deadline).  Where  an  officer’s  request  to  withdraw  after  allocation, 
submitted  before  the  first  deadline,  is  accepted,  the  quarter  concerned 
will  be  allocated  to  the  second  eligible  officer  (or  subsequent  eligible 
officers,  if  any,  in  order  of  their  quartering  points,  but  subject  to  the 
priority  under  CSR  814(3),  should  the  second  eligible  officer 
withdraw  from  the  allocation)  who  will  then  be  treated  as  the 
successful  applicant,  provided  that  the  officer  has  not  been  allocated 
with  another  quarter  at  the  same  Quarters  Allocation  Committee 
meeting.  The  deadline  for  withdrawal  (second  deadline)  for  the 
second  eligible  officer  (or  subsequent  eligible  officers,  if  any)  is  12 
noon  on  the  Tuesday  immediately  following  the  Quarters  Allocation 
Committee  meeting.  If  there  are  two  or  more  eligible  applicants 
apart  from  the  first  successful  applicant,  the  Quarters  Allocation 
Committee  may  consider  specifying  a  shorter  deadline  for  each  of  the 
second  and  subsequent  eligible  applicants  to  be  approached.  If  the 
first  successful  applicant,  the  second  and/or  subsequent  eligible 
applicants,  as  the  case  may  be,  is  permitted  to  withdraw  before  the 
respective  deadlines  set  out  in  this  regulation,  he  will 

(a)  forfeit  all  points  already  awarded  under  CSR  8 1 5( l)(g),  (h)  and 
(i)  counting  up  to  and  including  the  day  of  the  Quarters 
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813  (6)  (a)  Allocation  Committee  meeting  at  which  the  allocation  of 

(Cont’d)  quarters  was  decided;  and 

(b)  be  debarred  from  application  for  non-departmental  quarters  for 
a  period  of  six  months  from  the  date  of  the  Quarters  Allocation 
Committee  meeting  at  which  the  allocation  of  quarters  was 
decided. 

An  officer  who  is  pennitted  to  withdraw  from  an  allocation  will  be 
treated  as  if  he  had  not  applied  for  any  quarter  (even  if  the  officer 
applied  for  more  than  one  quarter)  at  the  Quarters  Allocation 
Committee  meeting  at  which  the  allocation  of  quarters  was  decided. 

(7)  (a)  Requests  for  withdrawal  received  by  the  Housing  and 

Quartering  Officer  after  the  respective  deadlines  (or  the  shorter 
deadlines  for  the  second  and  subsequent  eligible  applicants  as 
specified  by  the  Quarters  Allocation  Committee)  set  out  in  CSR 
813(6)  will  not  normally  be  considered.  If  an  officer  insists  on 
withdrawal,  he  will  be  debarred  from  application  for  non- 
departmental  quarters  for  12  months  from  the  date  of  the 
Quarters  Allocation  Committee  meeting  at  which  the  allocation 
of  quarters  was  decided.  In  addition,  he  will  be  required  to  pay 
a  notional  sum  equal  to  one  month’s  rent  for  the  allocated 
quarter  payable  under  CSR  872.  This  is  in  addition  to  any  rent 
payable  by  him  under  CSR  872  for  the  quarter  he  is  occupying. 
If  the  first  successful  officer  withdraws  from  the  allocation  after 
the  first  deadline  specified  in  CSR  813(6),  the  Quartering 
Office  will  not  approach  the  second  or  subsequent  eligible 
officers.  The  quarter  concerned  will  be  advertised  in  the 
subsequent  Quarters  Allocation  Committee  Circular.  If  the 
second  or  subsequent  eligible  officers  withdraws  after  the 
second  deadline  specified  in  CSR  813(6),  the  quarter  concerned 
will  be  advertised  in  the  subsequent  Quarters  Allocation 
Committee  Circular. 

Where  an  officer  (officer-A)  has  been  allocated  a  non- 
departmental  quarter  currently  occupied  by  a  successful 
applicant  of  another  non-departmental  quarter  (officer-B)  and 
officer-B  withdraws  from  the  allocation,  the  allocation  to 
officer-A  will  be  deemed  void.  There  will  be  no  replacement 
quarter  for  officer-A. 

(b)  The  arrangements  set  out  under  CSR  813  (6)  and  (7)(a)  will  also 
apply  to  an  officer  residing  in  a  disposal  site  except  that  the 
officer  will  be  debarred  for  6  months  under  CSR  813(6),  or  12 
months  under  CSR  813(7)(a),  as  appropriate,  from  the  date  of  the 
Quarters  Allocation  Committee  meeting  at  which  the  allocation 
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813  (7)  (b)  of  quarters  was  decided  until  the  last  non-departmental  quarter 

(Cont’d)  allocation  exercise  before  the  vacation  deadline,  whichever  is 

the  earlier. 


(8)  A  department  may  apply  for  quarters  on  behalf  of  an  officer  who  is  in 
transit  to  Hong  Kong  provided  the  officer  will  arrive  within  one 
month  after  the  date  on  which  the  quarter  is  stated  to  be  available  for 
occupation.  In  the  case  of  an  officer  on  leave  his  written  authority 
for  such  application  must  first  be  obtained. 

(9)  An  officer  who  has  been  allocated  a  non-departmental  quarter  but  has 
yet  to  move  into  the  quarter  cannot  apply  for  another  non- 
departmental  quarter. 


(10)  Allocations  and  instructions  for  the  occupation  of  quarters  will  be 
issued  immediately  after  each  Quarters  Allocation  Committee 
meeting.  Nevertheless,  an  officer  is  personally  responsible  for 
ascertaining  from  the  Quartering  Office  whether  he  has  been 
allocated  a  quarter. 
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2007 
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July 

2001 


(1)  Definitions: 

(a)  Appropriate  Grade 

A  quarter  is  of  an  appropriate  grade  if  the  officer's  salary 
grading  (see  CSR  872)  is  the  same  as,  or  one  level  above  or 
below  the  grading  of  the  quarter  applied  for. 

(b)  Long-term  Quarters 

These  are  quarters  which,  at  the  time  of  allocation,  do  not 
carry  an  end  date  for  occupation. 

(c)  Temporary  Quarters 

These  quarters  are  available  for  occupation  only  for  a 
specified  period  of  time.  The  end  date  for  occupation  is 
specified  either  at  the  time  of  allocation,  or  subsequently 
upon  the  quarter  being  declared  temporary  by  the  Secretary 
for  the  Civil  Service  or  the  Housing  and  Quartering  Officer. 

(d)  Leave  Flats 

These  quarters  are  available  for  use  under  CSR  819  when  the 
occupants  are  on  leave.  Unless  otherwise  approved  by  the 
Secretary  for  the  Civil  Service  or  the  Housing  and  Quartering 
Officer,  only  officers  eligible  for  hotel  accommodation  under 
CSR  840  may  apply  for  leave  flats. 

(2)  The  closing  date  of  application  is  taken  as  the  date  for  determination 
of  eligibility  and  calculation  of  quartering  points  for  a  particular 
allocation  exercise. 


(3)  Quarters  are  allocated  in  the  following  order.  The  relative  claims  of 
officers  within  the  same  priority  group  are  detennined  by  quartering 
points  (see  CSR  815) : 

(a)  First  Priority 

Officers  applying  for  quarters  of  the  same  grade  as  their 
salary  grading. 

(b)  Second  Priority 

Officers  applying  for  quarters  not  of  the  same  grade  as  their 
salary  grading. 


Amendment  No.  32/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


814  (Cont’d)  (4)  An  application  from  an  officer  who  is  provided  with  a  departmental 

quarter  will  not  be  considered  unless  the  department  certifies  before 
his  application  for  a  non-departmental  quarter  is  made,  that  the  officer 
is  required  or  pennitted  to  vacate  his  departmental  quarter. 

(5)  Exceptions  to  the  above  rules  may  be  made  by  the  Secretary  for  the 
Civil  Service  to  meet  any  particular  quartering  situation  on 
recommendation  by  the  Quarters  Allocation  Committee.  The  powers 
of  the  Secretary  for  the  Civil  Service  may  in  this  respect  be  delegated 
to  the  Quarters  Allocation  Committee  which  may  take  cognizance  of 
the  circumstances  of  officers  who  have  been  in  a  hotel  for  an  unduly 
lengthy  period,  or  who  may  be  suffering  hardship  in  other  ways. 

Quartering  Points 

815  (1)  Points  for  quarters  are  calculated  as  follows  : 

Aug  2018  (a)  (i)  For  each  $473  of  salary  of  officers  other  1  point 

than  judicial  officers  (Note:  Officers 
serving  with  the  ICAC  may  be  credited 
with  points  based  upon  their  substantive 
ICAC  salary  but  excluding  any 
allowances.) 

Feb  2019  (ii)  For  each  $506  of  salary  of  judicial  officers  1  point 

(Note:  The  dollar  value  for  1  point  will  be 
adjusted  subsequent  to  any  salary  revision  in 
future.) 


Amendment  No.  5/2019 


CHAPTER  V  -  HOUSING  BENEFITS 


815 

(Cont’d) 


( 1)  (b)  For  each  year  of  unbroken  service  in  Hong  Kong  6  points 

(c)  For  a  spouse,  if  residing  with  the  officer  in  Hong  20  points 

Kong  or  arriving  within  1  calendar  month  of  the 
ready  date  of  the  quarter  as  specified  in  Quarters 
Allocation  Committee  Circulars 


Amendment  No.  33(b)/2003 


CHAPTER  V  -  HOUSING  BENEFITS 


April  93 

Dec  97 
April  93 


Dec  97 

Aug  2007 


815  (1)  (d)  (i) 

(Cont’d) 


For  each  dependent  child  (defined  in  10  points 

CSR  801(a))  in  Hong  Kong  or  arriving 

within  1  calendar  month  of  the  ready 

date  of  the  quarter  as  specified  in 

Quarters  Allocation  Committee 

Circulars 


(ii)  For  each  child  up  to  the  age  of  21  years  5  points 
undergoing  full-time  education  in 
places  outside  Hong  Kong 

(e)  For  a  child  expected  to  be  bom  within  4  10  points 

months  of  the  quarter  being  available  (a 

medical  certificate  is  required) 

(f)  Widowed,  separated  (see  CSR  801)  or  divorced 
officers  with  dependent  children  in  Hong 
Kong,  or  with  children  who  are  in  their  legal 
custody  and  residing  with  them  in  Hong  Kong. 

First  child  :  20  points;  other  children  :  10 
points  each.  Children,  as  defined  above,  up  to 
the  age  of  21  years  undergoing  full-time 
education  in  places  outside  Hong  Kong  :  5 
points  each 

(g)  For  each  week,  up  to  a  maximum  of  12,  spent 
in  a  hotel  in  accordance  with  the  provisions  of 
CSR  840(1)  or  in  quarters  occupied  under 
CSR  819(6)  and  (7)  since  last  returning  from 
vacation  leave  : 


For  each  week  during  the  first  four  weeks  3  points 

For  each  week  during  the  5th  to  8th  weeks  6  points 

For  each  week  during  the  9th  to  12th  weeks  9  points 


Maximum  72  points 


Points  awarded  on  this  basis  and  under  (h) 
below  will  not  exceed  an  overall  maximum  of 
72  points.  They  will  cease  to  count  when  an 
officer  has  been  allocated  a  long-term  quarter. 


Amendment  No.  33(l)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug  2007 


815 

(Cont’d) 


(1)  (h)  For  each  week,  up  to  a  maximum  of  24  since  becoming  eligible 

for  non-departmental  quarters,  arriving  on  first  appointment  or 
last  returning  from  vacation  leave,  as  a  guest  in  quarters 
allocated  to  another  officer,  in  unsubsidised  accommodation,  or 
any  other  quarter  designated  by  the  Housing  and  Quartering 
Officer  as  "temporary"  but  excluding  a  private  tenancy  : 


For  each  week  during  the  first  8  weeks 
For  each  week  during  the  9th  to  16th  weeks 
For  each  week  during  the  17th  to  24th  weeks 


1.5  points 
3  points 

4.5  points 
72  points 


Points  awarded  on  this  basis  and  under  (g)  above  will  not  exceed 
an  overall  maximum  of  72  points.  They  will  cease  to  count 
when  an  officer  has  been  allocated  a  long-term  quarter. 

April  93  (i)  An  officer  who  through  no  fault  of  his  own  is  directed  to  vacate 

a  quarter,  may  be  granted  72  directional  points,  or  at  the 
discretion  of  the  Secretary  for  the  Civil  Service  may  be  offered 
exceptionally  a  quarter  of  his  appropriate  grade.  Points  awarded 
on  this  basis  will  supersede  any  points  accumulated  under  (g) 
and  (h)  above.  They  will  cease  to  count  when  an  officer  has 
been  allocated  a  long-term  quarter. 


Amendment  No.  33(2)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Sept  2003  815  (2)  When  an  officer  is  required  by  his  department  to  occupy  a 

(Cont’d)  departmental  quarters  or  post-tied  quarters  during  the  absence  on 
leave  of  a  specified  officer,  then  : 

(a)  his  occupation  of  the  departmental  quarters  or  post-tied  quarters 
will  be  deemed  to  be  temporary  except  where  a  non- 
departmental  quarter  is  kept  for  him  in  accordance  with  (b) 
below; 

(b)  if  he  is  required  to  move  from  a  non-departmental  quarter  he 
will  be  pennitted  to  return  to  that  quarter  on  return  from  leave  of 
the  specified  officer,  provided  the  department  certifies  that  the 
specified  officer  must  return  to  the  departmental  quarters  or 
post-tied  quarters  and  the  approval  of  the  Quarters  Allocation 
Committee  is  obtained. 


Previous  Service 

Dec.  97  816  Officers  who  have  been  awarded  service  points  in  recognition  of  their 

service  in  other  territories  before  1  July  1997  may  continue  to  retain  such 
points. 


Amendment  No.  51/97 


CHAPTER  V  -  HOUSING  BENEFITS 


June  2004 


April  93 


Appeals 

817  An  appeal  against  any  decision  of  the  Quarters  Allocation  Committee  may 
be  made  direct  to  the  Secretary  for  the  Civil  Service.  The  appeal  must 
reach  the  Secretary  for  the  Civil  Service  before  5:00  p.rn.  of  the  Tuesday 
immediately  following  the  relevant  Quarters  Allocation  Committee 
meeting.  A  copy  of  the  appeal  must  be  sent  by  the  officer  direct  to  the 
Chainnan  of  the  Quarters  Allocation  Committee  who  should  forward  his 
views  upon  the  merits  of  the  appeal  to  the  Secretary  for  the  Civil  Service 
within  a  further  three  days. 


818 


Retention  of  Quarters 


819  (1)  Subject  to  CSR  819(2)  below,  all  officers  who  are  eligible  for  non- 

departmental  quarters  are  also  eligible  to  retain  such  quarters  unless 
the  latter  are  withdrawn  from  the  supply  for  certain  reasons.  Officers 
retaining  quarters  are  required  to  pay  rent  in  accordance  with  CSR 
873(5). 


(2)  A  quarter  may  be  retained  only  if  its  grading  is  not  higher  than  one 
above  the  officer's  own  grade.  No  officer  may  retain  ungraded 
quarters,  temporary  quarters  or  hotel  rooms. 

(3)  An  officer  who  retains  his  quarter  under  CSR  819(1)  and  who  is 
proceeding  on  annual  or  vacation  leave  not  exceeding  60  days 
duration  will  continue  to  pay  rent 


(817) 


Amendment  No.  19/2004 


CHAPTER  V  -  HOUSING  BENEFITS 


March  89 


Aug  94 


819  (3)  in  accordance  with  CSR  873(5)  for  the  period  of  his  leave,  except 

(Cont’d)  where  under  the  provisions  of  CSR  819(6)  another  eligible  officer  is 
nominated  to  occupy  the  quarter  for  the  whole  or  part  of  the  period  of 
leave.  Where  such  a  nominated  officer  occupies  the  quarter  he  shall 
pay  rent  appropriate  to  his  salary  in  accordance  with  CSR  872(1) 
instead  of  the  retaining  officer;  but  for  any  period  of  non-occupation 
of  the  quarter  by  the  nominated  temporary  occupant,  the  retaining 
officer  shall  pay  rent  in  accordance  with  CSR  873(5).  If  the  officer 
does  not  nominate  a  temporary  occupant  then  domestic  servants  may 
continue  to  reside  therein  at  the  discretion  of  the  officer  concerned. 
For  vacation  leave  lasting  longer  than  60  days,  an  officer  does  not 
pay  rent  and  must  make  his  quarter  available  for  the  use  of  a 
temporary  occupant  in  accordance  with  the  provisions  of  CSR  819 
(6)  and  (7).  He  shall  pay  rent  in  accordance  with  CSR  873(5)  upon 
reoccupation  of  the  quarter. 

(4)  An  officer  who  wishes  to  retain  his  quarter  must,  not  less  than  three 
months  prior  to  proceeding  on  annual,  curtailed  or  vacation  leave, 
inform  the  Secretary  of  the  Quarters  Allocation  Committee  of  his 
wish  and  the  leave  dates.  In  the  absence  of  any  such  notification  his 
quarter  will  be  circularised  for  re-allocation  (see  CSR  820). 


(5)  An  officer  posted  on  duty  in  places  outside  Hong  Kong  may  retain 
his  quarter  subject  to  the  provisions  of  CSR  819(1)  and  (2).  (see 
CSR  804(4)). 


(6)  An  officer  who  retains  his  quarter  may  nominate  another  eligible 
Government  officer  to  occupy  it  as  temporary  occupant  during  his 
absence  on  annual,  curtailed  or  vacation  leave.  In  such  case  he 
should  advise  the  Secretary  of  the  Quarters  Allocation  Committee  of 
the  name  of  his  nominee  not  less  than  one  month  prior  to  the  date  of 
his  departure.  An  officer  who  retains  his  quarter  may  also  request  the 
Secretary  of  the  Quarters  Allocation  Committee  to  advertise  his 
quarter  for  temporary  occupation  by  another  eligible  officer.  In  such 
circumstances  the  provision  of  CSR  819(7)  should  apply. 


DCH50002 


Amendment  No.  56/94 


CHAPTER  V  -  HOUSING  BENEFITS 


July  2001  819  (7)  An  eligible  officer  who  is  allowed  to  retain  quarters  under  CSR  819 

and  who  is  proceeding  on  vacation  leave  exceeding  60  days  duration 
but  is  unable  to  find  another  eligible  Government  officer  as  a 
temporary  occupant  should  report  the  fact  to  the  Secretary  of  the 
Quarters  Allocation  Committee  not  less  than  one  month  before  his 
departure  on  vacation  leave.  The  retaining  officer  should  inform  the 
Housing  and  Quartering  Officer  that  he  wishes  either  : 

Sept  2003  (a)  to  have  his  personal  effects  moved  free  of  charge  by  the 

Director  of  Government  Logistics  or  by  departmental  transport 
for  storage  in  the  Government  Logistics  Department  or  in 
departmental  stores;  or 

Aug  90  (b)  to  store  his  effects  in  the  quarters.  Normally,  only  one  bedroom 

will  be  permitted  to  be  used  for  this  purpose  and  this  must  not 
be  the  master  bedroom  with  en-suite  bathroom.  The  officer  may 
contact  the  Assistant  Director  of  Architectural  Services 
(Property  Services)  to  have  a  door  lock  fitted  on  the  bedroom 
selected  for  storage  if  none  exists. 

July  2001  CSR  895(l)(a)-(d)  will  apply  to  any  effects  stored  under  CSR 

819(7)(a)  above,  but  the  limit  in  CSR  895(l)(e)  will  not  apply.  If  an 
officer  elects  to  store  his  effects  under  CSR  819(7)(b)  above,  it  must 
be  clearly  understood  that  he  does  so  entirely  at  his  own  risk,  that  the 
cost  of  any  insurance  against  loss  or  damage  must  be  borne  by 
himself  personally  and  that  Govermnent  will  under  no  circumstances 
pay  compensation  claims.  The  Housing  and  Quartering  Officer  may 
thereafter  allocate  the  flat  to  a  temporary  occupant  without  reference 
to  the  retaining  officer.  The  temporary  occupant  may  at  any  time 
during  his  tenancy  bid  for  other  quarters,  and  will  receive  points 
under  CSR  815(l)(g). 

(8)  An  officer  who  retains  his  quarter  may  be  allowed  to  remain  therein 
when  his  family  is  absent  from  Hong  Kong. 

(9)  An  officer  who  retains  his  quarter  may  defer  re-occupying  it  for  a 
period  of  up  to  three  days  from  the  date  of  his  return  from  vacation 
leave,  or  one  day  from  the  date  of  his  return  from  annual  or  curtailed 


(CSR-CH5-003-r.doc) 


Amendment  No.  61(a)/2001 


CHAPTER  V  -  HOUSING  BENEFITS 


July  2001 


Dec  98 


July  2001 


Aug  90 


June  2006 


819  (9)  leave.  If  he  does  not  occupy  the  quarter  within  three  days  of  his 
(Cont’d)  return  from  vacation  leave  or  one  day  from  the  date  of  his  return 

from  annual  or  curtailed  leave,  he  may  lose  the  privilege  of  retaining 
that  particular  quarter.  Periods  in  excess  of  the  foregoing  may,  in 
special  circumstances,  be  approved  by  the  Housing  and  Quartering 
Officer. 

820  Non-departmental  quarters  occupied  by  senior  officers  appointed  on  local 
terms  under  CSR  810(2)  will  be  circularised  for  re-allocation  every  four 
years  unless  such  officers  have  indicated  the  wish  to  retain  them  under  the 
provisions  of  CSR  819. 


Occupation  and  Vacation  of  Quarters 

821  (1)  Upon  the  allocation  to  him  of  a  quarter,  the  officer  must  occupy  it 

within  seven  calendar  days  from  the  date  on  which  it  is  ready  for 
occupation.  If  he  does  not  do  so,  unless  he  can  account  for  the 
delayed  occupation  to  the  satisfaction  of  the  Housing  and  Quartering 
Officer,  he  will  be  charged  rent  for  both  the  quarter  allocated  and  any 
other  quarter  already  occupied  by  him  (see  CSR  844  on  hotels  and 
CSR  855  on  private  tenancies).  It  is  the  responsibility  of  the  officer 
to  ascertain  the  "ready"  date  for  occupation  from  the  Assistant 
Director  of  Architectural  Services  (Property  Services),  except  when 
the  ready  date  is  earlier  than  that  quoted  on  the  circular,  in  which 
case  the  Assistant  Director  of  Architectural  Services  (Property 
Services)  will  inform  the  officer. 

(2)  It  is  the  responsibility  of  an  officer  to  contact  and  liaise  closely  with 
staff  of  the  Assistant  Director  of  Architectural  Services  (Property 
Services)  in  regard  to  the  redecoration  of  the  quarter  allocated  to 
him.  For  this  purpose  - 

(a)  an  officer  must  contact  the  appropriate  District  Clerk  of  Works 
of  the  Assistant  Director  of  Architectural  Services  (Property 
Services)  within  three  working  days  (excluding  Saturday)  from 
the  date  of  the  allocation  letter  and  arrange  with  him  an 
inspection  to  the  quarter  within  seven  calendar  days  from  the 
date  of  the  allocation  letter  if  the  quarter  is  already  vacant,  or 
from  the  date  the  quarter  becomes  vacant  if  at  the  time  of 
allocation,  the  quarter  is  occupied; 


Amendment  No.  12(a)/2006 


CHAPTER  V 


HOUSING  BENEFITS 


June 

2006 


821  (2)  (b)  an  officer  must  ensure  that  his  redecoration  requirements 

(Cont’d)  reach  the  Assistant  Director  of  Architectural  Services 

(Property  Services)  within  two  working  days  (excluding 
Saturday)  from  the  date  he  inspected  the  quarter  with  staff  of 
the  Assistant  Director  of  Architectural  Services  (Property 
Services). 


July 

2001 


If  there  is  any  delay  on  the  officer's  part  to  contact  the  Assistant 
Director  of  Architectural  Services  (Property  Services)  or  submit  his 
redecoration  requirements  (CSR  821(2)(a)  and  (b)),  and  as  a  result, 
the  quarter  cannot  be  made  ready  for  occupation  within  the  time 
scale  allowed,  the  officer  will  be  charged  rent  for  the  quarter 
allocated  from  a  date  to  be  detennined  by  the  Housing  and 
Quartering  Officer  in  addition  to  the  rental  charges  in  respect  of  any 
other  quarter  already  occupied  by  him. 


822 


823 

Aug 

2007 


June 

2004 


(1)  As  soon  as  an  officer  has  occupied  any  type  of  quarter  as  defined 
under  CSR  800  (except  for  private  tenancies  defined  under  CSR 
800(e))  he  should  immediately  inform  his  Head  of  Department  who 
will  forward  a  G.F.  140  to  the  Director  of  Accounting  Services  (and 
at  the  same  time  to  Housing  and  Quartering  Officer  in  respect  of 
non-departmental  quarters  and  hotel  accommodation),  with  copies  to 
the  Director  of  Government  Logistics,  Assistant  Director  of 
Architectural  Services  (Property  Services),  Director  of  Water 
Supplies  and  Director  of  Electrical  and  Mechanical  Services  (see  AR 
542,  CSRs  823(2)  and  841(5)). 

(2)  An  officer  intending  to  vacate  a  non-departmental  quarter,  other  than 
moving  from  one  quarter  to  another,  must  inform  the  Housing  and 
Quartering  Officer  and  his  Head  of  Department  at  least  three 
months  beforehand.  The  Head  of  Department  will  then 
immediately  inform  the  Housing  and  Quartering  Officer,  Assistant 
Director  of  Architectural  Services  (Property  Services),  Director  of 
Electrical  and  Mechanical  Services  and  Director  of  Government 
Logistics  (see  CSR  873(8)).  (For  officers  moving  from  one  quarter 
to  another,  please  also  see  CSR  821(1).) 


Amendment  No.  34(l)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug  823  (3)  As  soon  as  an  officer  has  vacated  a  quarter  of  any  type  (except  for 

2007  (Cont'd)  private  tenancies  defined  under  CSR  800(e)),  he  should  inform  his 

department  who  will  forward  a  G.F.  140  as  in  CSR  823(1)  above. 

(4)  To  facilitate  the  collection  of  water  charges  departments  should  give 
the  Director  of  Water  Supplies  at  least  two  weeks'  notice  if  an  officer 
occupying  a  quarter  will  be  leaving  the  service  on  retirement, 
resignation,  tennination  of  service  etc. 

824-839 


Amendment  No.  34(2)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


V.  HOTEL  ACCOMMODATION 

Aug  840  (1)  Officers  appointed  on  overseas  terms  may  be  provided  with  hotel 

2007  accommodation  where  other  quarters  are  not  available,  but  no  officer 

appointed  on  local  terms  is  eligible  for  hotel  accommodation  except 
for  officers  posted  in  places  outside  Hong  Kong  as  provided  in  the 
External  Service  Regulations.  An  officer  whose  circumstances  fall 
under  the  provisions  of  CSR  809(6)  will  not  be  eligible  for  hotel 
accommodation. 

Aug  (2)  Officers  appointed  on  overseas  terms  proceeding  on  vacation  leave 

2007  (including  annual  leave)  may  be  granted  hotel  accommodation 

pursuant  to  CSR  841(3)  or  (4). 

Reservations 

July  841  (1)  Departments  must  notify  the  Housing  and  Quartering  Officer,  at  least 

2001  two  months  in  advance,  of  the  particulars  of  hotel  accommodation 

required  for  any  officer  appointed  on  overseas  terms  due  to  arrive  on 
first  appointment  or  transfer,  on  return  from  leave  or  prior  to  departure 
on  leave;  or  for  any  officers  prior  to  their  departure  for  or  on  return 
from  posting  in  places  outside  Hong  Kong. 


Amendment  No.  34(3)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


July  98 


July  2001 


841  (2)  The  following  information  must  accompany  a  written  request  for 

(Cont’d)  hotel  accommodation  : 


(a)  Name  and  family  details  of  the  officer,  including  the  age  and 
sex  of  children. 

(b)  Estimated  date  of  arrival  or  departure,  name  of  ship  or  aircraft 
flight  number. 

(c)  Officer’s  salary. 

(d)  Officer's  place  of  work  and  contact  telephone  number  in  Hong 
Kong,  if  available. 

Any  change  to  the  above  details  must  be  notified  to  the  Quartering 
Office  immediately,  verbally  in  the  first  instance  and  then  in  writing. 

(3)  Residence  in  a  hotel  prior  to  proceeding  on  vacation  leave  is 
restricted  to  a  maximum  of  three  nights,  except  in  the  case  of 
retirement  and  completion  of  agreement  when  up  to  seven  nights  may 
be  allowed  at  the  discretion  of  the  Housing  and  Quartering  Officer. 

(4)  Officers  proceeding  on  or  returning  from  annual  or  curtailed  vacation 
leave  not  exceeding  60  days  and  who  have  signified  their  intention  of 
returning  to  their  present  quarters  may  be  provided  with  hotel 
accommodation  for  one  night  before  proceeding  on  leave  and  for  one 
night  upon  returning  from  leave. 


(CSR-CH5-022-r) 


Amendment  No.  62(b)/2001 


CHAPTER  V  -  HOUSING  BENEFITS 


July  2001  841  (4)  subject  to  the  Housing  and  Quartering  Officer  being  satisfied  with 

(Cont’d)  such  need.  Requests  should  be  made  in  writing  to  the  Housing  and 
Quartering  Officer  at  least  two  months  before  officers  proceed  on 
leave,  stating  the  reasons  for  requiring  hotel  accommodation. 

(5)  As  soon  as  an  officer  has  occupied  or  vacated  hotel  accommodation, 
he  should  inform  his  department  who  will  notify  all  concerned  on  a 
G.F.  140  (see  CSR  823(1)). 

July  2004  842  (1)  Hotel  accommodation  is  paid  for  by  Government  within  certain 

limits  which  are  reviewed  from  time  to  time.  The  ceiling  rates  for 
hotel  accommodation  is  at  CSR  Annex  5.7.  Charges  other  than  for 
accommodation  are  payable  by  the  officer.  Government  pays  the 
room  rent  up  to  the  approved  limit,  as  well  as  half  the  10%  service 
charge  and  the  hotel  accommodation  tax  thereon.  The  officer  pays 
the  other  half  of  the  service  charge.  In  addition,  the  officer  must  also 
pay  the  balance  of  room  rent  plus  the  full  service  charge  and  hotel 
accommodation  tax  thereon  where  the  room  rent  exceeds  the 
approved  limit. 

July  2001  (2)  The  Housing  and  Quartering  Officer  decides  the  type  and  number  of 

rooms  to  be  allocated  to  the  officer,  bearing  in  mind  the  size  and 
composition  of  his  family  which  requires  hotel  accommodation.  In 
requesting  for  hotel  bookings,  the  officer  should  confirm  the  date  of 
his  and  his  family's  departure  on  leave.  If  he  and  his  family  are 
departing  on  different  dates,  hotel  accommodation  will  only  be 
provided  for  the  last  person(s)  to  leave  Hong  Kong. 

Oct  2006  (3)  Officers  must  inform  the  Quartering  Office  by  telephone  and  then  in 

writing  at  least  one  week  in  advance  of  any  change  in  the  number  of 
his  family  members  actually  staying  in  the  hotel  which  will  affect  the 
hotel  expenses  payable  by  the  Government  under  CSR  842(1),  and/or 
the  allocation  of  rooms  under  CSR  842(2).  If  an  officer  fails  to 
comply  with  this  requirement  and  as  a  result  has  occupied  hotel 
accommodation  above  his  entitlement,  he  will  be  required  to  repay 
the  excess  charges. 


Amendment  No.  54(a)/2006 


CHAPTER  V  -  HOUSING  BENEFITS 


Oct  2006 


843  (1)  Subject  to  the  requirements  of  CSR  841(1),  officers  may  on  giving 

due  notice  to  the  Quartering  Office,  reside  in  any  hotel  of  their  choice 
provided  they  agree  to  meet  any  excess  charges  over  and  above  their 
entitlement  under  CSR  842. 

(2)  If  an  officer  fails  to  occupy  the  hotel  accommodation  booked  for  him 
and  has  not  given  notice  to  the  Quartering  Office  that  he  is  making 
his  own  arrangements  for  housing,  he  must  repay  to  the  Government 
the  full  cost  of  any  charges  incurred. 

844  If  an  officer  in  a  hotel  fails,  without  good  reason,  to  occupy  within  seven 
days  of  the  ready  date,  the  non-departmental  quarter  or  departmental 
quarter  allocated  to  him,  the  Government  may  cease  to  pay  for  the  hotel 
accommodation  (see  CSR  858  with  regard  to  officers  in  hotels  who  enter 
into  private  tenancy  agreements).  It  is  the  responsibility  of  the  officer  to 
ascertain  the  ready  date  from  the  Assistant  Director  of  Architectural 
Services  (Property  Services),  except  when  the  ready  date  is  earlier  than 
that  quoted  on  the  allocation  circular. 

845  Officers  in  hotels  should  give  the  hotel  management  at  least  twenty-four 
hours’  notice  of  their  intention  to  vacate  the  hotel,  and  should,  where 
possible,  vacate  their  rooms  by  mid-day  on  the  day  of  leaving. 


846  -  849 


Amendment  No.  54(b)/2006 


CHAPTER  V  -  HOUSING  BENEFITS 


VI.  PRIVATE  TENANCIES 


850 


Jan 

2009 


(1)  The  lease  of  a  private  tenancy  is  a  contract  between  the  officer  and 
the  landlord.  If  an  officer  is  authorised  to  take  up  a  private  tenancy 
under  CSR  852  below,  the  Government  will  pay  him  a  private 
tenancy  allowance  to  meet  the  rent  of  the  private  tenancy,  subject  to 
limits  imposed  in  the  following  regulations.  For  the  purpose  of 
CSRs  850-860,  save  as  otherwise  approved  by  the  Director  of 
Accounting  Services  at  his  discretion,  the  term  "rent  of  the  private 
tenancy"  is  interpreted  to  mean  the  rent  of  the  domestic  premises, 
rates,  management  charges,  and  charges  for  renting  a  maximum  of 
two  parking  spaces  in  respect  of  a  vehicle/vehicles  owned  by  the 
officer  or  his  family  (i.e.  his  spouse  and  dependent  children;  see 
Annex  5.2),  if  payable  by  the  officer  as  a  tenant  and  authorised  by  the 
Director  of  Accounting  Services.  The  term  “spouse”  includes  a 
separated  spouse.  Adjoining  independent  domestic  units  will  not  be 
accepted  unless  conversion  to  one  unit  is  approved  by  the  relevant 
authorities. 


(2)  An  officer  receiving  private  tenancy  allowance  is  required  to  pay 
Government  rent  at  the  rates  and  in  the  manner  set  out  in  CSR  872 
(see  CSR  853(11)). 

(3)  The  Director  of  Accounting  Services  may  approve  the  continued 
payment  of  allowance  to  an  eligible  officer  during  leave  and/or 

Dec  97  posting  to  an  office  outside  Hong  Kong  in  accordance  with 

CSR  804(l)-(4). 


Jan  91  851  An  officer  who  is  not  debarred  from  receiving  a  civil  service  housing 

benefit  under  CSR  809(1  )(b)  and  (6)  is  eligible  for  private  tenancy 
allowance  if  he  is  - 


Dec  98 


Mar 

2000 


(a)  an  officer  appointed  on  overseas  terms  who  was  offered  appointment 
before  1  October  1990  and  whose  service  has  been  continuous  since 
reporting  for  duty;  or 

(b)  an  officer  appointed  on  local  terms  who  was  offered  appointment 
before  1  October  1990  and  whose  service  has  been  continuous,  if 
receiving  a  substantive  salary  on  or  above  MPS  34  or  equivalent;  or 

(c)  an  officer  whose  terms  of  appointment  provide  for  such  benefit. 


Amendment  No.  22(l)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Jan  94  852 


Aug 

2007 


Jan 

2009 


Jan 

2009 


(1)  Applications  for  private  tenancy  allowance  may  be  approved  by  the 

Director  of  Accounting  Services  on  the  following  conditions  : 

(a)  the  private  tenancy  allowance  payable  will  not  exceed  the  rent 
of  the  private  tenancy  recommended  as  reasonable  by  the 
Commissioner  of  Rating  and  Valuation,  or  the  rate  of 
allowance  appropriate  to  the  officer's  substantive  salary  point 
and  the  number  of  family  members  (i.e.  spouse  and  dependent 
children)  accompanying  him  to  live  in  the  rented 
accommodation,  whichever  is  the  lower  (see  CSR  853(1),  (4) 
and  (8)),  and  the  officer  will  report  to  the  Director  of 
Accounting  Services  immediately  if  there  is  any  overpayment; 

(b)  an  officer  shall  receive  private  tenancy  allowance  on  the  scale 
of  rates  prevailing  when  he  commences  a  new  tenancy  or 
extends/renews  an  existing  tenancy  for  the  entire  tenancy  term 
(i.e.  of  a  term  of  two  to  three  years),  irrespective  of  subsequent 
upward  and  downward  annual  adjustments  to  the  allowance 
rates  during  the  tenancy  term  [see  also  CSR  852(4)(b)  to  (e)  for 
the  specific  arrangements  for  the  premature  termination  of  a 
tenancy,  short  extension  of  a  tenancy  of  less  than  two  years,  a 
short  tenancy  of  less  than  two  years  and  a  long  tenancy  of 
more  than  three  years].  The  officer  may  draw  a  higher  rate  of 
private  tenancy  allowance  appropriate  to  his  substantive  salary 
point  through  salary  progression  or  promotion  during  the 
tenancy,  based  on  the  scale  of  rates  prevailing  when  he 
commenced  the  tenancy  subject  to  his  meeting  other  provisions 
of  CSRs  850-860; 

(c)  the  tenancy  is  for  a  period  of  two  to  three  years;  where  an 
officer  is  on  overseas  agreement  terms  of  employment,  the 
tenancy  should  normally  not  be  longer  than  the  length  of  the 
unexpired  portion  of  his  current  tour.  Before  the  tenancy 
expires  the  officer  concerned  may  apply  to  the  Director  of 
Accounting  Services  for  permission  to  renew  or  extend  it. 
Where  the  tenancy  is  extended  on  month-to-month  terms 
without  an  ending  date,  it  will  be  deemed  to  expire  after  two 
years  and  the  reasonable  rent  recommended  by  the 
Commissioner  of  Rating  and  Valuation  at  the  commencement 
of  the  extension  shall  be  used  as  the  basis  for  payment  of 
private  tenancy  allowance  throughout  the  two-year  period; 


Amendment  No.  22(2)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Jan 

2009 

Mar  89 


Oct 

2006 

Jan  94 

Jan  94 


Jan  94 

Apr  93 


Jan 

2009 


852  (1) 

(Cont’d) 


(d)  the  tenancy  contains  the  following  or  a  similar  clause 
acceptable  to  the  Director  of  Accounting  Services  : 


"If  the  tenant,  or  his  spouse  (if  a  civil  servant),  shall  be  directed 
to  occupy  a  Government  quarter,  or  if  he  ceases  to  be  eligible 
for  private  tenancy  allowance,  or  if  by  reason  of  his  or  his 
spouse's  duties  with  the  Government  or  position  as  a  civil 
servant  he  has  to  vacate  the  private  tenancy,  he  may  give  to  the 
landlord  notice  of  such  direction  or  of  such  intention  to  vacate 
and,  on  the  expiry  of  one  month  from  the  date  when  such 
notice  was  given,  the  tenancy  hereby  created  shall  thereupon 
wholly  cease  and  detennine,  without  prejudice  to  any  rights  or 
remedies  accrued  before  such  determination.";  and 

(e)  no  other  person  will  be  receiving  a  private  tenancy  allowance 
(except  under  CSR  853(3))  or  another  civil  service  housing 
benefit  in  respect  of  the  same  private  tenancy. 


The  Director  of  Accounting  Services  shall  consider  requests  for  a 
waiver  of  any  of  the  above  conditions  on  their  merits. 


(2)  The  Director  of  Accounting  Services  or  Head  of  Department  shall 
give  an  officer  in  a  private  tenancy  three  months’  notice  of  any 
intention  to  require  him  to  vacate  his  private  tenancy. 


(3)  An  officer  should  not  sign  the  lease  of  a  private  tenancy  until  his 
application  to  take  up,  renew  or  extend  a  private  tenancy  has  been 
approved.  A  copy  of  the  stamped  lease  (in  the  case  of  an  extended 
tenancy,  a  copy  of  the  stamped  lease  or  other  documents  acceptable 
to  the  Director  of  Accounting  Services)  should  be  deposited  with  the 
Director  of  Accounting  Services  within  two  months  of  the  date  of 
commencement  of  the  lease. 


(4)  (a)  Applications  for  private  tenancy  allowance  from  an  officer 

eligible  for  non-departmental  quarters  or  departmental  quarters 
may  be  refused  if  Government  quarters  of  a  grade  appropriate 
to  that  officer  are  likely  to  be  advertised  within  one  month  of 
the  date  of  these  applications. 

(b)  Applications  for  a  change,  renewal  or  extension  of  private 
tenancy  should  be  made  to  the  Director  of  Accounting  Services 
two  months  before  the  expiry  of  the  existing  tenancy.  An 
application  to  change  to  a  new  private  tenancy  before  an 
existing  tenancy  expires  will  be  considered  on  the  basis  of 
individual  merits.  Approval  for  such  an  application  is 
normally  subject  to  the  following  conditions,  in  addition  to 
other  terms  and  conditions  relevant  to  the  application  - 


Amendment  No.  22(3)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Jan  852  (4)  (b)  (i)  for  the  original  remaining  period  of  the  existing  tenancy, 

2009  (Cont’d)  the  officer  shall  receive  private  tenancy  allowance  on  the 

scale  of  rates  prevailing  on  the  commencement  date  of  the 
existing  tenancy,  irrespective  of  any  subsequent  upward 
or  downward  annual  adjustments  to  the  allowance  rates 
during  the  period,  and  the  private  tenancy  allowance 
payable  during  the  period  shall  not  exceed  the  cost  of 
renting  accommodation  of  the  existing  tenancy,  as  if  the 
existing  tenancy  is  not  prematurely  terminated;  and 

Jan  (ii)  from  the  day  immediately  after  the  original  end  date  of 

2009  the  existing  tenancy  up  to  the  end  date  of  the  new  tenancy 

of  a  two  to  three  years’  term,  the  officer  shall  receive 
private  tenancy  allowance  on  the  scale  of  rates  prevailing 
on  the  day  immediately  after  the  original  end  date  of  the 
existing  tenancy,  irrespective  of  any  subsequent  upward 
or  downward  annual  adjustments  to  the  allowance  rates 
during  the  period,  and  the  allowance  payable  shall  not 
exceed  the  cost  of  renting  accommodation  on  the  day 
immediately  after  the  original  end  date  of  the  existing 
tenancy. 

Jan  In  case  an  officer  is  required  to  make  an  application  for  a 

2009  change  to  a  new  private  tenancy  before  an  existing  tenancy 

expires  because  of  his  landlord’s  instigation  of  a  break  clause 
provided  in  the  existing  tenancy,  and  if  a  change  of 
accommodation  under  assistance  is  required,  the  officer  will 
be  exempted  from  the  above  conditions,  subject  to  his 
provision  of  relevant  documentary  proof  to  the  satisfaction  of 
the  Director  of  Accounting  Services.  The  authority  to 
determine  whether  an  exemption  should  be  granted  to  the 
officer  rests  with  the  Director  of  Accounting  Services. 

Jan  (c)  An  application  for  a  short  extension  (i.e.  of  less  than  two 

2009  years)  of  an  existing  tenancy  (referred  to  as  the  original 

tenancy)  upon  its  expiry  will  be  considered  on  the  basis  of 
individual  merits.  Approval  for  such  an  application  is 
normally  subject  to  the  following  conditions,  in  addition  to 
other  terms  and  conditions  relevant  to  the  application  - 


Amendment  No.  22(4)72008 


CHAPTER  V  -  HOUSING  BENEFITS 


852 

(Cont’d) 


(4)  (c)  (i)  from  the  commencement  of  the  short  extension  for  a 

period  up  to  two  years  (the  two-year  period),  the  officer 
shall  receive  allowance  on  the  scale  of  rates  prevailing 
on  the  commencement  date  of  the  extension  period, 
irrespective  of  any  upward  or  downward  annual 
adjustments  to  the  allowance  rates  during  the  two-year 
period,  and  the  allowance  payable  during  the  extension 
period  shall  not  exceed  the  cost  of  renting 
accommodation  on  the  commencement  of  the  original 
tenancy  while  the  allowance  payable  during  the 
remainder  of  the  two-year  period  shall  not  exceed  the 
cost  of  renting  accommodation  on  the  commencement  of 
the  new  tenancy;  and 

(ii)  throughout  the  remaining  period  of  the  tenancy 
prevailing  immediately  after  the  end  of  the  two-year 
period  mentioned  in  CSR  852(4)(c)(i)  above,  the  officer 
shall  receive  allowance  on  the  scale  of  rates  prevailing 
on  the  date  immediately  after  the  end  of  the  two-year 
period  mentioned  in  CSR  852(4)(c)(i)  above, 
irrespective  of  any  subsequent  upward  or  downward 
annual  adjustments  to  the  allowance  rates  during  the 
period,  and  the  allowance  payable  shall  not  exceed  the 
cost  of  renting  accommodation  on  the  date  immediately 
after  the  end  of  the  two-year  period  mentioned  in 
CSR  852(4)(c)(i)  above. 

If  two  or  more  short  extensions  of  tenancy  are  involved,  each 
of  less  than  two  years,  they  will  be  considered  in  aggregate  as 
one  extension  period  for  the  purpose  of  CSR  852(4)(c). 


Amendment  No.  22(5)/2008 


CHAPTER  V  -  HOUSING  BENEFITS 


Jan 

2009 


Jan 

2009 


852  (4) 

(Cont’d) 


(i)  from  the  commencement  of  the  short  tenancy  for  a 
period  up  to  two  years  (the  two-year  period),  the  officer 
shall  receive  allowance  on  the  scale  of  rates  prevailing 
on  the  commencement  date  of  the  short  tenancy, 
irrespective  of  any  upward  or  downward  annual 
adjustments  to  the  allowance  rates  during  the  two-year 
period,  and  the  allowance  payable  during  the  period 
shall  not  exceed  the  cost  of  renting  accommodation  of 
the  short  tenancy,  as  if  the  tenancy  is  of  a  two-year  tenn; 
and 

(ii)  from  the  day  immediately  after  the  end  of  the  two-year 
period  mentioned  in  CSR  852(4)(d)(i)  above  up  to  the 
end  date  of  the  new  tenancy  of  a  two  to  three  years’  term 
following  the  short  tenancy,  the  officer  shall  receive 
allowance  on  the  scale  of  rates  prevailing  on  the  day 
immediately  after  the  end  of  the  two-year  period 
mentioned  in  CSR  852(4)(d)(i)  above,  irrespective  of 
any  subsequent  upward  or  downward  annual 
adjustments  to  the  allowance  rates  during  the  period,  and 
the  allowance  payable  shall  not  exceed  the  cost  of 
renting  accommodation  on  the  date  immediately  after 
the  end  of  the  two-year  period  mentioned  in 
CSR  852(4)(d)(i)  above. 


(d)  An  application  for  claiming  allowance  under  a  short  tenancy 
(i.e.  of  less  than  two  years)  will  be  considered  on  the  basis  of 
individual  merits.  Approval  for  such  an  application  is 
normally  subject  to  the  following  conditions,  in  addition  to 
other  tenns  and  conditions  relevant  to  the  application  - 


(e)  An  application  for  claiming  allowance  under  a  long  tenancy 
(i.e.  of  more  than  three  years)  will  be  considered  on  the  basis 
of  individual  merits.  Approval  for  such  an  application  is 
normally  subject  to  the  following  conditions,  in  addition  to 
other  terms  and  conditions  relevant  to  the  application  - 

(i)  the  arrangement  under  CSR  852(1  )(b)  shall  apply  to  the 
first  three  years  of  the  tenancy;  and 


Amendment  No.  22(6)72008 


CHAPTER  V  -  HOUSING  BENEFITS 


852  (4)  (e)  (ii)  from  the  commencement  of  the  fourth  year  up  to  the  end 

(Cont’d)  date  of  the  long  tenancy  - 

(A)  if  the  period  is  shorter  than  two  years,  it  will  be 
regarded  as  a  short  extension  and  the  arrangements 
of  CSR  852(4)(c)  shall  apply; 

(B)  if  it  is  two  to  three  years,  it  will  be  regarded  as  a 
separate  tenancy  and  the  arrangements  of 
CSR  852(1  )(b)  shall  apply;  or 

(C)  if  it  is  more  than  three  years,  it  will  be  regarded  as 
a  separate  long  tenancy  and  the  arrangements  of 
CSR  852(4)(e)(i),  (ii)(A)  and  (ii)(B)  above  shall 
apply. 


Aug 

2007 


Aug 

2007 


(5)  (a)  An  officer  shall  not  claim  private  tenancy  allowance, 

accommodation  allowance,  rent  allowance  or  home  financing 
allowance  (when  used  for  leasing)  in  respect  of : 

(i)  accommodation  owned  by  the  officer  himself  and/or  any 
relative  of  the  officer;  or 

(ii)  accommodation  in  which  the  officer  himself  and/or  any 
relative  of  the  officer  have/has  a  financial  interest;  or 

(iii)  accommodation  owned  by  a  company,  other  than  a  listed 
company  (which  is  defined  for  this  purpose  as  a 
company  the  shares  of  which  are  quoted  at  the  Hong 
Kong  Exchanges  and  Clearing  Limited), 

where  the  officer  or  any  relative  of  the  officer  is 
either  a  director  or  shareholder  of  the  company 
being  the  registered  proprietor;  or 

where  the  officer  or  any  relative  of  the  officer  is 
either  a  director  or  shareholder  of  any  company  of 
which  the  company  being  the  registered  proprietor 
is  a  subsidiary;  or 

where  the  officer  or  any  relative  of  the  officer  is 
either  a  director  or  shareholder  of  any  company 
which  in  turn  holds  shares  in  the  company  being 
the  registered  proprietor;  or 
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852  (5)  (a)  (iii)  -  where  the  officer  or  any  relative  of  the  officer  has, 

(Cont’d)  directly  or  indirectly,  a  financial  interest  in  the 

company  being  the  registered  proprietor;  or 

(iv)  accommodation  owned  by  a  trust  of  which  the  officer 
and/or  any  relative  of  the  officer  is/are  a  beneficiary. 

For  the  purpose  of  this  regulation,  "relative"  includes 

the  officer’s  spouse; 

the  officer’s  parents; 

the  officer’s  spouse's  parents; 

the  officer’s  brothers,  sisters  and  their  spouses; 

the  officer's  spouse's  brothers,  sisters  and  their  spouses; 
and 


Jan  94 


Aug 

2007 


the  officer's  and  the  officer's  spouse's  children  and  their 
spouses. 

(b)  An  officer  is  required  to  report  to  the  Director  of  Accounting 
Services  within  30  days  any  change  in  the  ownership  or  the 
landlord  of  the  approved  tenancy  or  the  tenancy  under 
application. 

(c)  An  officer  who  contravenes  this  regulation  will  render  himself 
liable  to  the  consequences  set  out  in  CSR  808. 


853 

Aug 

2007 


(1)  The  rates  of  private  tenancy  allowance,  classified  by  salary  range  and 
number  of  family  members  (i.e.  spouse  and  dependent  children) 
accompanying  an  officer  to  live  in  the  rented  accommodation  are  set 
out  in  Annex  5.2.  An  officer’s  spouse  or  dependent  child  will  not  be 
regarded  as  accompanying  the  officer  to  live  in  the  rented 
accommodation  throughout  the  period  when  he  or  she 
stations/receives  education  outside  Hong  Kong  (including  the  period 
when  he  or  she  returns  to  Hong  Kong  during  duty/vacation  in  the 
course  of  such  posting/study)  [see  also  CSR  853(2)(a)  below  for  the 
provision  of  private  tenancy  allowance  in  relation  to  dependent 
children  studying  aboard]. 
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Aug  853  (2)  (a)  A  married  officer  accompanied  by  spouse  with  more  than  one 

2007  (Cont’d)  dependent  children  (as  defined  in  Annex  5.2)  being  educated  in 

places  outside  Hong  Kong  who  are  eligible  for  school  passages 
under  CSR  1336  may  claim  private  tenancy  allowance  at  the 
"family"  rate.  A  married  officer  unaccompanied  by  spouse 
with  four  or  more  dependent  children  being  educated  in  places 
outside  Hong  Kong  who  are  eligible  for  school  passages  under 
CSR  1336  may  also  claim  private  tenancy  allowance  at  the 
"family"  rate. 

(b)  A  married  officer  accompanied  by  spouse  who  is  expecting  his 
first  child  and  takes  up  a  private  tenancy  for  the  first  time  or 
moves  to  another  private  tenancy  may  claim  the  "family"  rate 
of  private  tenancy  allowance  no  earlier  than  four  months 
before  the  date  of  confinement  shown  in  the  doctor's 
certificate,  provided  that  he  applies  to  the  Director  of 
Accounting  Services  for  an  adjustment  to  the  allowance  not 
later  than  60  days  from  the  date  of  birth  of  the  child  (see  CSRs 
853(5)  and  853(6)(a)). 

(c)  A  separated  or  divorced  or  single  officer  with  dependent 
child/children  may  be  given  approval  to  claim  private  tenancy 
allowance  at  the  "married"/"family"  rates  on  production  of 
evidence  on  parent-child  relationship  and  his  responsibility  for 
the  accommodation  of  his  dependent  child/children  (see 
Annex  5.2).  Without  such  evidence  the  officer  is  eligible  to 
claim  the  allowance  at  the  "single"  rate. 

Apr  90  (3)  If  two  or  more  officers  eligible  for  private  tenancy  allowance  at  the 

"single"  rate  apply  to  share  a  private  tenancy,  their  combined 
entitlement  is  the  "married"  rate  appropriate  to  the  substantive  salary 
of  the  most  senior  applicant. 

(4)  (a)  An  officer  should  seek  the  prior  approval  in  writing  from  the 

Jan  94  Director  of  Accounting  Services  for  taking  up,  renewing  or 

extending  a  private  tenancy.  Where  the  rent  of  the  private 
tenancy  is  above  the  limit  of  the  reasonable  rent  recommended 
by  the  Commissioner  of  Rating  and  Valuation,  and/or  the  rate 
of  private  tenancy  allowance  applicable  to  the  officer  (see  CSR 
853(1)),  approval  may  be  granted  subject  to  the  officer  being 
personally  responsible  for  paying  the  excess  above  the  level  of 
reasonable  rent  or  the  level  of  the  rate  of  allowance,  whichever 
level  is  the  lower  (see  CSR  852(l)(a)). 


Aug 

2007 


Aug 

2007 
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853  (4)  (b)  Where  the  Lands  Tribunal  has  ordered  a  rent  that  is  higher  than 

(Cont’d)  the  reasonable  rent  recommended  by  the  Commissioner  of 

Jan  94  Rating  and  Valuation,  the  Director  of  Accounting  Services 

may  at  his  discretion  approve  payment  of  private  tenancy 
allowance  to  an  officer  up  to  the  level  of  the  ordered  rent  or  the 
level  of  the  rate  of  allowance,  whichever  level  is  the  lower,  for 
a  maximum  period  of  three  months. 

(5)  An  officer  in  receipt  of  private  tenancy  allowance  is  required  to 
report  to  the  Director  of  Accounting  Services  and  his  Head  of 
Department  within  60  days  any  change  in  his  marital  status  and 
within  30  days  any  change  in  other  circumstances  which  affects  his 
entitlement  to  the  allowance  (see  CSR  809(4)).  Save  as  provided  in 
CSR  853(2)(b)  and  subject  to  CSR  853(6)(a)  below,  any  adjustment 
to  the  allowance  consequential  to  such  a  change  shall  take  effect  from 
the  date  of  the  change.  The  Director  of  Accounting  Services  may 
approve  the  continued  payment  of  the  allowance  at  "family"  or 
"married"  rates  in  special  circumstances. 

(6)  (a)  If  any  change  occurs  in  the  number  of  family  members  (i.e. 
spouse  and  dependent  children,  see  Annex  5.2)  accompanying 
an  officer  to  live  in  the  rented  accommodation  or  other 
circumstances  of  an  officer  occupying  a  private  tenancy  for 
which  he  is  paying  rent  in  excess  of  the  approved  private 
tenancy  allowance,  and  the  change  increases  his  entitlement  to 
the  allowance,  he  may  apply  for  an  adjustment  to  the 
allowance  with  effect  from  the  date  of  the  change  or  under  the 
provisions  in  CSR  853(2)(b),  provided  that  the  application  is 
submitted  to  the  Director  of  Accounting  Services  not  later  than 
60  days  from  the  date  of  the  change. 

Mar  97  (b)  Where  an  application  is  submitted  after  the  60-day  period 

referred  to  in  (a)  above,  any  upward  adjustment  to  the 
allowance  shall  take  effect  from  a  current  date  no  earlier  than 
the  date  of  the  application. 

(7)  (a)  Private  tenancy  allowance  is  payable  in  arrears  at  the  end  of 

the  month.  An  officer  must  produce  the  original  receipts 
certified  true  by  himself  to  substantiate  his  claims  for  the 
Jan  94  allowance  as  and  when  required  by  the  Director  of  Accounting 

Services. 

(b)  An  officer  must  ensure  that  all  of  the  receipts  submitted  by  him 
Aug  are  true  and  correct.  If  he  fails  to  do  so,  he  will  be  subject  to 

2007  the  consequences  set  out  in  CSR  808.  Any  overpayment  of  the 

allowance  shall  be  recovered  with  interest  (as  appropriate) 
from  him  in  full  by  the  issue  of  demand  or  by  deduction  from 
his  salary  or  from  any  money  due  to  him  or  his  estate. 


Aug 

2007 


Aug 

2007 
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853  (8)  Save  as  provided  in  CSR  853(4)(b),  refund  of  the  rent  of  the  private 

(Cont'd)  tenancy  will  be  made  to  the  extent  that  the  amount  of  private  tenancy 

allowance  paid  does  not  exceed  the  level  of  the  reasonable  rent 
recommended  by  the  Commissioner  of  Rating  and  Valuation,  or  the 
maximum  rate  of  private  tenancy  allowance  applicable  to  the  officer, 
whichever  is  the  lower  (see  CSR  852(1  )(a)). 

Mar  92  (9)  An  officer  who  is 

(i)  authorised  to  claim  private  tenancy  allowance  and  who  is 
eligible  for  non-departmental  quarters  on  the  date  of 
commencement  of  the  lease  of  the  private  tenancy;  or 

(ii)  eligible  for  Accommodation  Allowance 

Jan  94  may  apply  to  the  Director  of  Accounting  Services  for 

(a)  refund  of  the  following  expenses  incurred  on  the  lease,  subject 
to  the  production  of  receipts  and/or  a  copy  of  the  lease  franked 
with  proof  of  stamp  duty  paid  as  evidence  that  he  has  effected 
payment  of  at  least  the  amounts  to  be  reimbursed  - 

(i)  50%  of  the  amount  of  stamp  duty  chargeable  on  the 
lease; 

(ii)  50%  of  the  amount  of  the  legal  costs  of  preparing  the 
lease; 

Mar  92  (b)  an  interest-free  loan  to  cover  the  rental  deposit,  should  such  be 

required  by  the  landlord  under  the  terms  of  the  lease,  subject  to 
the  officer  signing  an  undertaking  to  repay  the  loan  in  full  to 
the  Government  on  the  day  when  the  private  tenancy  or  the 
tenancy  under  the  Accommodation  Allowance  Scheme  is 
terminated  (unless  he  is  authorised  to  retain  the  loan  for 
another  private  tenancy  or  a  tenancy  under  the 
Accommodation  Allowance  Scheme  which  requires  the  same 
or  a  bigger  amount  of  rental  deposit),  or  on  the  last  day  of  duty 
before  proceeding  on  leave  prior  to  leaving  the  service, 
whichever  date  is  earlier. 

(10)  Water,  electricity  and  gas  charges  are  the  personal  responsibility  of 
the  officer. 

Mar  89  (11)  Government  rent  under  CSR  850(2)  is  payable  from  the  date  of 

commencement  of  payment  of  private  tenancy  allowance  up  to  the 
date  before  the  day  of  termination  of  the  said  allowance  (see  also 
CSRs  855  and  858). 
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Jan  94  854 


June 

2000 


855 


Oct 

2006 


June 

2006 


Sept 

2003 


An  officer  may  apply  to  the  Director  of  Accounting  Services  for  permission 
to  take  up  a  furnished  private  tenancy.  Approval  may  be  given  on  the 
condition  that 

(a)  the  officer  will  be  personally  responsible  (to  the  landlord)  for 
all  the  fixtures,  furniture  and  appliances  in  the  private  tenancy, 
together  with  any  charges  thereto;  and 

(b)  the  private  tenancy  allowance  payable  will  be  based  on  the 
unfurnished  rental  value  of  the  private  tenancy  as 
recommended  by  the  Commissioner  of  Rating  and  Valuation. 

Where  an  officer  is  eligible  for  a  furniture  allowance  and  a  domestic 
appliances  allowance  under  CSR  864,  the  officer  may  receive  the 
allowances  at  the  rates  set  out  in  Annex  5.3. 

(1)  An  officer  receiving  private  tenancy  allowance  may  apply  (if 
otherwise  eligible)  for  a  non-departmental  or  departmental  quarters. 
Upon  allocation  he  shall  give  notice  to  his  landlord  to  give  up  his 
tenancy  by  the  end  of  one  month  counting  from  the  day  following  the 
date  of  notice  (see  CSR  852(1  )(d))  or  by  the  end  of  seven  calendar 
days  counting  from  the  day  following  the  ready  date  of  the  quarter 
(see  CSR  821),  whichever  date  is  the  later.  Such  notice  shall  be 
given  - 

(a)  before  the  expiry  of  three  working  days  (excluding  Saturday) 
counting  from  the  day  following  the  date  of  the  allocation 
letter  if  the  quarter  is  already  vacant  at  the  time  of  allocation; 
or 

(b)  before  the  expiry  of  seven  calendar  days  counting  from  the  day 
following  the  date  the  quarter  becomes  vacant  if  the  quarter  is 
occupied  at  the  time  of  allocation. 

(2)  (a)  An  officer  allocated  a  non-departmental  or  departmental 

quarters  may  claim  private  tenancy  allowance  until  the  end  of 
the  one-month  period  counting  from  the  day  following  the  date 
of  notice  (see  CSR  855(1)),  or  until  the  end  of  the  seven-day 
period  counting  from  the  day  following  the  ready  date  of  the 
quarter  as  confirmed  by  the  Assistant  Director  of  Architectural 
Services  (Property  Services)  (see  CSR  821),  whichever  date  is 
the  later.  Where  the  officer  fails  to  give  notice  to  his  landlord 
as  required  in  CSR  855(1)  and  is  subsequently  unable  to 
relinquish  his  tenancy  by  the  date  on  which  private  tenancy 
allowance  ceases  to  be  payable,  he  shall  be  personally 
responsible  for  paying  the  rent  of  his  tenancy  as  from  this  date. 
The  Director  of  Accounting  Services  shall  consider  requests 
for  a  short  extension  of  payment  of  the  allowance  on  their  own 
merits. 
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855  (2)  (b)  Where  the  end  of  the  seven-day  period  counting  from  the  day 

(Cont’d)  following  the  ready  date  of  a  quarter  falls  on  or  before  the 

cessation  date  of  the  allowance  (see  CSR  855(2)(a)),  the 
officer  shall  continue  to  pay  Government  rent  in  respect  of  his 
private  tenancy  until  the  last  day  of  payment  of  the  allowance. 
He  shall  commence  to  pay  rent  in  respect  of  the  quarter  as 
from  the  following  day. 

(3)  An  officer  who  has  applied  for  both  private  tenancy  allowance  and  a 
non-departmental  or  departmental  quarters  shall,  if  authorised  to 
claim  private  tenancy  allowance,  immediately  advise  the  authority  for 
allocation  of  the  quarter  that 

(a)  he  is  withdrawing  his  application  for  the  quarter;  or 

(b)  he  will  not  sign  the  lease  for  the  private  tenancy  pending 
notification  of  the  result  of  his  application  for  the  quarter. 

In  the  event  of  failure  to  comply  with  this  regulation,  no  resulting 
claim  for  reimbursement  of  the  rent  of  the  private  tenancy  will  be 
entertained. 


The  Director  of  Government  Logistics  and  the  Assistant  Director  of 
Architectural  Services  (Property  Services)  may  supply  furniture  and 
domestic  appliances  (if  available)  to  the  limits  prescribed  in  the 
Accommodation  Regulation  530  to  an  officer  eligible  for  quarters  under 
CSR  810  who  is  authorised  to  claim  private  tenancy  allowance.  If  for  any 
reason  no  Government  furniture  and  domestic  appliances  are  supplied,  the 
officer  may  apply  for  a  furniture  allowance  and  a  domestic  appliances 
allowance  at  the  rates  set  out  in  Annex  5.3  (see  CSR  854). 

857  Where  an  officer  eligible  for  non-departmental  quarters  is  given  pennission 
to  take  up  a  private  tenancy,  the  Assistant  Director  of  Architectural  Services 
(Property  Services)  will  provide  certain  standard  fittings  as  provided  in 
Government  quarters.  The  fitting-out  is  limited  to  minor  items  such  as  the 
provision  of  curtain  rails  and  pelmets,  shelves  in  storerooms  and  additional 
electric  sockets.  The  decision  as  to  whether  any  fitting-out  is  necessary  is  at 
the  discretion  of  the  Assistant  Director  of  Architectural  Services  (Property 
Services).  The  internal  maintenance  of  such  a  private  tenancy  will  also  be 
carried  out  by  the  Assistant  Director  of  Architectural  Services  (Property 
Services)  and  the  provisions  of  the  Accommodation  Regulations  570  and 
571  will  apply. 


Nov 

2003 


856 

Nov 

2003 


Sept 

2003 
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Aug  858  (1)  An  officer  living  in  a  hotel  is  required  to  vacate  such  hotel  within 

2007  seven  days  of  the  commencement  of  the  lease  of  the  private  tenancy. 

Dec  98  (2)  Officers  appointed  on  overseas  terms  are  eligible  for  hotel 

accommodation  in  accordance  with  CSR  841(3)  and  (4). 

Aug  859  No  officer  is  entitled  as  of  right  to  a  private  tenancy  allowance.  Officers 

2007  receiving  private  tenancy  allowance  should  thoroughly  acquaint  themselves 

with  and  observe  all  the  terms  and  conditions  under  the  scheme.  An 
officer  who  secures  private  tenancy  allowance  by  misrepresentation  or  fails 
to  comply  with  its  rules  will  be  subject  to  consequences  set  out  in  CSR  808. 

Jan  860  (a)  The  Director  of  Accounting  Services  shall  have  the  absolute  right  and 

2009  discretion  to  - 

(i)  demand  relevant  information  and  documents  from  the  officer, 
his  department  and  other  relevant  parties; 

(ii)  recover  any  allowance  overpaid  to  or  repayment  due  from  the 
officer,  by  deduction  from  the  officer's  salary  or  any  monies  due 
for  whatever  reason  to  the  officer  or  his  estate  from  the 
Government,  or  by  demanding  repayment  from  him; 

(iii)  conduct  record  checks; 

(iv)  give  exceptional  approvals; 

(v)  attach  conditions  where  necessary  while  giving  approvals; 

(vi)  refuse  applications;  and 

(vii)  suspend  and/or  discontinue  the  assistance  under  the  scheme. 

(b)  In  the  event  of  any  dispute  in  the  exercise  of  the  right  and  discretion 
provided  in  CSR  860(a)  above,  the  Director  of  Accounting  Services’ 
decision  shall  be  final. 

(c)  Notwithstanding  anything  contained  in  the  Civil  Service  Regulations 
on  the  provision  of  Private  Tenancy  Allowance,  the  Secretary  for  the 
Civil  Service  reserves  the  right  to  alter  any  of  these  regulations 
should  he  at  any  time  consider  this  to  be  necessary. 
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Mar  89 

Dec  98 

Dec  98 

Apr  98 

Apr  98 

Feb  95 


VII.  HOUSE  ALLOWANCE,  FURNITURE  ALLOWANCE  AND 

DOMESTIC  APPLIANCES  ALLOWANCE 

House  Allowance 

861  An  officer  eligible  for  private  tenancy  allowance  (see  CSR  851)  who  lives 
in  any  of  the  following  types  of  accommodation  is  eligible  to  apply  for 
house  allowance  at  the  rates  set  out  in  Annex  5.4,  provided  he  is  not 
debarred  from  receiving  civil  service  housing  benefits  under  CSRs 
809(l)(b)  and  (6),  and  that  no  other  person  will  be  receiving  the  allowance 
or  another  civil  service  housing  benefit  in  respect  of  the  same 
accommodation  (see  CSR  809(l)(c)  and  CSR  809(5)): 

(a)  unsubsidized  private  accommodation  owned  by  the  officer 
himself/his  spouse/his  relative(s)  as  defined  in  CSR  852(5);  or 

(b)  unsubsidized  private  accommodation  which  the  officer  is  debarred 
from  claiming  private  tenancy  allowance  under  CSR  852(5);  or 

(c)  a  Civil  Servants'  Co-operative  Building  Society  flat  or  a  Government 
Built  Housing  Scheme  flat;  or 

(d)  a  flat  which  belonged  at  some  time  to  a  Civil  Servants'  Co-operative 
Building  Society  or  a  Government  Built  Housing  Scheme  (except 
where  an  officer  has  forfeited  his  eligibility  for  civil  service  housing 
benefits  under  CSR  809(1  )(b)(iv)  and  CSR  809(6));  or 

(e)  a  flat  under  the  Home  Ownership  Scheme  (including  flats  sold  under 
the  Home  Ownership  Scheme  and  the  Private  Sector  Participation 
Scheme  and  the  Secondary  Market  Scheme  administered  by  the 
Hong  Kong  Housing  Authority,  and  the  Flat  for  Sale  Scheme  and  the 
Urban  Improvement  Scheme  (only  Urban  Improvement  Scheme  flats 
completed  before  March  1981)  administered  by  the  Hong  Kong 
Housing  Society)  or  the  Home  Purchase  Loan  Scheme  provided  that 
the  ownership  of  the  flat  was  not  acquired  by  the  officer  or  his  spouse 
through  the  Civil  Service  Public  Housing  Quota  arrangement;  or 

(f)  a  flat  under  the  Sandwich  Class  Housing  Scheme  administered  by  the 
Hong  Kong  Housing  Society. 


862  (1)  An  eligible  officer  should  apply  to  his  Head  of  Department  for 

Housing  Allowance.  Applications  should  be  made  on  Form  GF  556 
in  duplicate  and  forwarded  to  his  department. 


[csr86 1  -862(2). doc]Apr98 
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Aug  90  862  (2)  The  accommodation  will  be  graded  on  the  advice  of  the  Government 

(Cont’d)  Property  Administrator. 

(3)  Approval,  if  given  by  the  Head  of  Department,  will  be  at  the  rates  set 
out  in  Annex  5.4. 

863  Officers  receiving  house  allowance  do  not  pay  rent  to  the  Government. 


Furniture  Allowance  and  Domestic  Appliances  Allowance 

Aug  90  864  (1)  The  following  officers  are  eligible  for  the  supply  of  furniture  and 

domestic  appliances  provided  that  they  are  not  debarred  from 
receiving  such  supply  under  CSR  809(1  )(b)  and  (6)  : 

(a)  officers  who  are  eligible  for  non-departmental  quarters  (CSR 
810); 

Sept  2003  (b)  officers  who  were  offered  appointment  on  local  or  common 

terms  before  1  May  1999,  receiving  a  substantive  salary  on 
Master  Pay  Scale  Points  17  to  44  (or  equivalent)  and  are 
occupying  departmental  quarters;  and 

June  2000  (c)  officers  who  are  directed  by  their  Heads  of  Departments  to 

occupy  post-tied  quarters. 

(2)  Where  an  officer  is  eligible  for  the  supply  of  furniture  and  domestic 
appliances  under  CSR  864(1),  and  for  any  reason  no  furniture  or 
domestic  appliances  are  supplied,  he  is  eligible  for  a  furniture 
allowance  and  domestic  appliances  allowance  at  the  rates  set  out  in 
Annex  5.3  (see  CSRs  854  and  856). 

June  2000  (3)  Officers  not  occupying  quarters  set  out  in  CSR  864(1)  above  are 

eligible  for  a  furniture  allowance  and  a  domestic  appliances 
allowance  (CSR  854)  if  they  were  offered  appointment  on  local  or 
common  term  before  1  May  1999  and  are  receiving  a  substantive 
salary  on  Master  Pay  Scale  Points  34  to  44  (or  equivalent)  before  1 
July  2000,  provided  that  they  are  not  debarred  from  receiving  such 
allowance  under  CSR  809(l)(b)  and  (6). 

(4)  An  officer  may  be  provided  with  a  set  of  furniture  and  domestic 
appliances  and  either  another  set  of  furniture  and  domestic  appliances 
or  furniture  and  domestic  appliances  allowances  in  lieu  under 
circumstances  set  out  in  CSR  809(l)(c)(v). 


[BCH5020W7] 


Amendment  No.  32(a)/2000 


CHAPTER  V  -  HOUSING  BENEFITS 


Sept  2003 


Dec  97 


865  An  eligible  officer  is  required  to  apply,  through  his  Head  of  Department, 
to  the  Director  of  Government  Logistics  for  furniture  (see  AR  534(2)),  to 
the  Government  Property  Administrator  for  domestic  appliances,  and  to 
the  Director  of  Accounting  Services  for  furniture  allowance  and  domestic 
appliances  allowance. 


Payment  of  Housing  Allowance,  Furniture  Allowance  and  Domestic 
Appliances  Allowance 


866  (1)  Applications  for  house  allowance,  furniture  allowance  and  domestic 

appliances  allowance  should  be  sent  to  Heads  of  Departments  within 
60  days  from  the  date  an  officer  attains  eligibility  for  these 
allowances.  Where  an  officer  is  promoted  with  retrospective  effect, 
he  should  apply  within  60  days  from  the  date  of  the  notification  of 
promotion,  irrespective  of  whether  or  not  he  is  on  leave  outside  Hong 
Kong.  Where  applications  are  made  after  the  60-day  period,  the 
allowances  will  be  payable  with  effect  from  the  date  of  the 
applications. 

(2)  Departments  are  responsible  for  submitting  appropriate  payroll  input 
forms  for  payment  of  house  allowance,  furniture  allowance  and 
domestic  appliances  allowance  to  the  Director  of  Accounting 
Services  in  accordance  with  his  instructions  issued  from  time  to  time. 


(3)  House  allowance,  furniture  allowance  and  domestic  appliances 
allowance  may  be  payable  to  an  eligible  officer  during  leave  and 
posting  to  an  office  outside  Hong  Kong  in  accordance  with  CSR 
804(l)-(4). 

(4)  House  allowance,  furniture  allowance  and  domestic  appliances 
allowance  are  payable  in  respect  of  a  whole  calendar  month.  The 
amounts  payable  in  respect  of  periods  of  less  than  a  month  will 
therefore  be  calculated  on  the  basis  of  the  number  of  days  for  which 
the  allowances  are  payable  divided  by  the  number  of  days  in  the 
month. 


(5)  An  officer  in  receipt  of  house  allowance,  furniture  allowance  or 
domestic  appliances  allowance  is  required  to  report  to  his  Head  of 
Department  within  30  days  any  change  in  circumstances  which 
affects  his  entitlement  to  such  allowance(s)  (see  CSR  809(4)(b)  and 
(c)). 


867  -  870 


[BCH5020W7] 


Amendment  No.  32(b)/2000 


CHAPTER  V  -  HOUSING  BENEFITS 


VIII. 

Sept  2003 

Dec  98 

Dec  98 

Sept  2003 
Sept  2003 

Sept  2003 


RENTALS  AND  CHARGES 


Rents 

871  (1)  An  officer  who  occupies  a  quarter  other  than  barracks  will  pay  rent  in 

accordance  with  CSR  872.  An  officer  who  occupies  barrack 
accommodation  designated  as  such  by  the  Government  Property 
Administrator  will  pay  no  rent. 

(2)  A  married  officer  directed  to  occupy  an  operational  or  post-tied 
quarters  will  pay  no  rent  if : 

(a)  he  is  not  pennitted  to  have  his  family  in  residence  and  is  thereby 
obliged  to  maintain  separate  establishments;  or 

(b)  he  or  his  spouse  occupies  a  Civil  Servants’  Co-operative 
Building  Society  flat  as  a  member,  or  a  Government  Built 
Housing  Scheme  flat  as  an  underlessee,  or  a  public  rental 
housing  flat  as  a  registered  tenant;  or 

(c)  he  occupies  accommodation  in  Hong  Kong  owned  by  himself  or 
his  spouse,  including  a  flat  with  the  legal  title  to  that  flat  or  land 
transferred  from  a  Civil  Servants’  Co-operative  Building 
Society,  or  the  Financial  Secretary  Incorporated  in  the  case  of  a 
Government  Built  Housing  Scheme;  or 

(d)  he  occupies  accommodation  in  Hong  Kong  being  purchased  by 
means  of  a  mortgage  or  bank  overdrafts  under  his  or  his  spouse's 
name, 

provided  that  in  the  case  of  CSR  871(2)(b),  (c)  and  (d),  that 
accommodation  is  not  being  let  out. 

(3)  A  single  officer  directed  to  occupy  an  operational  or  post-tied 
quarters  by  his  Head  of  Department  but  who  prior  to  such  direction 
was  occupying  accommodation  in  Hong  Kong  similar  to  CSR 
871(2)(b),  (c)  and  (d)  above,  will  pay  no  rent  provided  : 

(a)  the  accommodation  is  registered  in  the  officer's  name;  and 

(b)  that  accommodation  is  not  being  let  out. 


Amendment  No.  25/2003 


CHAPTER  V  -  HOUSING  BENEFITS 


July  01 


Jul  98 


July  02 


871  (4)  Married  (departmental)  accommodation  not  required  for  family  use 
(Cont’d)  may  be  allocated  by  a  Head  of  Department  to  more  than  one  officer. 

(5)  Where  an  officer  eligible  for  rent  exemption  under  CSR  871(2)  or  (3) 
above  goes  on  leave  for  a  period  of  30  consecutive  calendar  days  or 
more  and  retains  the  quarter  for  his/his  family's  occupation,  he  will 
be  required  to  pay  rent  appropriate  to  his  salary  (see  CSR  873(5))  in 
respect  of  the  retained  quarter  for  the  entire  duration  of  his  leave. 
The  30  days  referred  to  in  this  regulation  include  intervening 
Sundays  and  Public  Holidays,  and  Sundays  and  Public  Holidays 
occurring  at  the  beginning  or  end  of  the  leave  period.  The 
department  is  responsible  for  notifying  the  Director  of  Accounting 
Services  of  the  necessary  details  for  the  charging  of  rent.  (See  CSR 
809(1  )(c)(i)). 

872  (1)  The  following  table  shows  the  grade  of  quarter  for  which  an  officer  is 

eligible  and  the  rent  payable  per  month  by  reference  to  the 
Directorate  Pay  Scale  and  Master  Pay  Scale.  The  rent  payable  is 
normally  deducted  from  an  officer's  salary. 


Substantive 

Appropriate  grade 

Rent  payable 

Salary  range 

of  quarters 

per  month 

D6  and  above 

AA 

) 

(see  CSR  810(3)) 

) 

) 

D2  to  D5 

A 

) 

) 

D1 

B 

) 

MPS41  -49 

)  71/2%  of  salary 

) 

MPS  38  -  40 

C 

) 

) 

MPS  34  -  37 

CD 

) 

) 

MPS  30  -  33 

D 

) 

) 

MPS  25  -  29 

E 

) 

) 

MPS  22  -  24 

F 

) 

) 

MPS  17-21 

G 

) 

MPS  12  -  16 

H 

)  5%  of  salary 

) 

MPS  9-11 

I 

) 

) 

MPS  4  -  8 

IJ 

) 

) 

MPS  3  and  below 

JKL 

) 

Amendment  No.  19/2002 


CHAPTER  V  -  HOUSING  BENEFITS 


July  98  872  (2)  If  an  officer's  total  substantive  salary  exceeds  the  maximum  salary 

(Cont’d)  point  of  the  grade  appropriate  to  his  salary  on  the  Master  Pay  Scale 

(or  equivalent),  he  will  be  eligible  for  a  grade  of  quarters  appropriate 
to  his  total  substantive  emoluments. 

(3)  The  eligibility  for  quarters  of,  and  the  rent  payable  by,  officers 
remunerated  on  scales  other  than  the  Directorate  Pay  Scale  and 
Master  Pay  Scale,  or  on  personal  or  other  fixed  salaries,  will  be 
assessed  by  the  relationship  which  their  salaries  bear  to  those 
salaries  set  out  in  CSR  872(1)  and  CSR  Annex  14.3.  For  example, 
for  an  officer  on  a  fixed  salary  which  falls  between  Points  33  and  34 
of  the  Master  Pay  Scale,  his  appropriate  grade  of  quarters  is  'CD' 
since  his  salary  is  above  the  maximum  point  for  'D'  grade. 

(4)  Acting  pay  and  other  allowances  do  not  count  for  eligibility  for 
quarters  or  detennination  of  rent. 

(5)  Rent  of  quarters  includes  a  hire  charge  for  furniture  and  domestic 
appliances.  An  officer  of  'G'  grade  and  above  who  draws  no  item  of 
furniture  from  Government  may  receive  an  allowance  of  $100  a 
month,  and  if  he  draws  no  item  of  domestic  appliances,  by  a  further 
allowance  of  $50  a  month.  Payment  will  be  made  in  accordance  with 
CSR  866. 

Aug  (6)  Officers  occupying  ungraded  quarters  will  pay  rent  appropriate  to 

2007  their  salaries. 


873  (1)  An  officer  who  occupies  a  non-departmental  quarter  equivalent  to, 

or  higher  than,  or  one  grade  lower  than  the  grade  appropriate  to  his 
salary  will  pay  rent  appropriate  to  his  salary. 


Aug 

2007 


Oct 

2002 


Amendment  No.  36/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Sept  2003 

Sept  2003 

March  89 

Dec  98 

Dec  98 

Dec  98 


873  (2)  An  officer  who  occupies  a  non-departmental  quarter  more  than  one 

(Cont’d)  grade  lower  than  the  grade  appropriate  to  his  salary  will  pay  rent 

based  on  the  highest  point  in  the  platform  immediately  above  the 
grade  of  quarter  occupied,  except  where  CSR  873(5)  is  appropriate. 

(3)  An  officer  who  occupies  a  departmental  quarters  or  post-tied  quarters 
equivalent  to  or  higher  than  the  grade  appropriate  to  his  salary  will 
pay  rent  appropriate  to  his  salary. 


(4)  An  officer  who  occupies  a  departmental  quarters  or  post-tied  quarters 
below  the  grade  appropriate  to  his  salary  will  pay  rent  based  on  the 
highest  point  in  the  platform  of  the  grade  of  quarter  occupied. 


(5)  Notwithstanding  CSR  873(2),  an  officer  who  has  elected  to  retain  a 
non-departmental  quarter  under  CSR  819  shall,  whatever  the  grade 
of  the  quarter,  pay  rent  appropriate  to  his  salary  as  set  out  in  (a),  (b) 
and  (c)  below  until  he  finally  vacates  the  quarter  :  - 


(a)  in  the  case  of  an  officer  appointed  on  overseas  tenns,  from  the 
date  he  proceeds  on  vacation  leave  (including  annual  leave) 
except  as  provided  in  (b)  below; 

(b)  in  the  case  of  an  officers  appointed  on  overseas  tenns  who 
has  retained  his  quarter  under  CSR  819(1)  but  who  is  required 
to  make  his  quarter  available  as  a  leave  flat  under  CSR  819(3), 
from  the  date  he  or  his  family  reoccupies  the  quarter; 

(c)  in  the  case  of  an  officer  appointed  on  local  tenns,  from  the 
date  immediately  following  the  expiry  of  the  4-year  period 
under  CSR  820. 


This  regulation  also  applies  where  an  officer  eligible  for  non- 
departmental  quarters  is  allowed  to  retain  a  departmental  quarter. 

(6)  An  officer  in  a  hotel  will  pay  rent  appropriate  to  his  salary, 
irrespective  of  the  number  of  rooms  occupied. 


Amendment  No.  16/89 


CHAPTER  V  -  HOUSING  BENEFITS 


873  (7)  An  officer  who  occupies  an  approved  private  tenancy  will  pay  rent 

(Cont’d)  appropriate  to  his  salary. 

(8)  (a)  If  a  quarter  is  left  vacant  because  the  requisite  period  of  notice 

required  under  CSR  823(2)  has  not  been  given,  the  officer 
concerned  may  be  required  to  pay  a  sum  equivalent  to  the  rent 
of  such  quarter  for  the  period  of  vacancy,  or  for  the  period 
which  the  notice  falls  short  of  the  requisite  period,  whichever  is 
the  less. 

(b)  For  an  officer  leaving  the  service,  payment  of  a  sum  under 
subsection  (a)  above  does  not  confer  upon  him  a  right  to 
overstay  in  the  quarter  after  the  expiry  of  any  approval  given 
under  CSR  804,  or  his  effective  date  of  leaving  the  service, 
whichever  is  earlier.  If  he  overstays,  he  is  liable  for  payment  of 
damages  to  Government  equivalent  to  the  full  market  rent  for 
the  quarter. 

874  If  quarters  are  allocated  jointly  to  two  or  more  officers,  each  officer  will 
pay  rent  on  the  basis  of  the  percentage  appropriate  to  his  salary  on  a  pro¬ 
rata  basis. 


875  When  an  officer  ceases  to  reside  in  his  quarter  for  a  short  period  (e.g.  when 
he  is  on  casual  leave  or  on  sick  leave  in  hospital),  he  will  continue  to  pay 
rent  unless  arrangements  are  made  for  the  quarter  to  be  occupied  by 
another  officer. 


Water  and  Other  Charges 

May  95  876  (1)  Water  and  sewage  charges  in  Government  quarters  are  settled  in  one 

of  the  two  ways: 

(a)  where  the  quarter  is  individually  metered,  the  charges  are  made 
according  to  the  meter  reading  and  officers  will  pay  their 
individual  water  bills  and  sewage  charge  direct  to  the 
Government; 


Amendment  No.  31(a)/95 


CHAPTER  V  -  HOUSING  BENEFITS 


Mar  876  (1)  (b)  where  the  quarter  is  fed  through  a  common  meter,  the 

2018  (Cont’d)  following  monthly  charge  will  be  made  to  each  occupant, 

according  to  the  grade  of  quarter  occupied.  They  are  liable 
to  deduction  from  the  officer’s  salary  : 


Water  charge 

Grade  of  quarters  per  month 


Sewage  charge 
per  month 


A,  B,  C 
CD,  D,  E 
F,  G,  H 
I,  IJ,  JKL,  J 
K,  L 


$90 

$48 

$90 

$44 

$81 

$36 

$61 

$28 

$31 

$16 

Aug 

2007 


(2)  An  officer  who  occupies  barrack  accommodation  designated  as  such 
by  the  Government  Property  Agency  will  pay  no  water  or  sewage 
charges. 

(3)  Certain  quarters  are  ungraded.  Where  an  ungraded  quarter  is  fed 
through  a  common  meter,  water  and  sewage  charges  will  be  levied  at 
the  rates  for  the  appropriate  grade  of  quarters  according  to  the 
officer’s  salary  range  (see  CSR  872(1)). 

(4)  An  officer  in  a  hotel  will  pay  no  water  or  sewage  charges. 

(5)  An  officer  who  occupies  an  approved  private  tenancy  is  responsible 
to  the  landlord  for  water  and  sewage  charges. 

(6)  If  quarters  are  allocated  jointly  to  two  or  more  officers,  the  water  and 
sewage  charges  will  be  divided  equally  among  the  officers  sharing 
the  meters. 


Amendment  No.  10/2018 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug  877  Officers  in  quarters  normally  pay  their  individual  gas  and  electricity  bills 

2007  direct  to  the  utility  companies.  In  the  following  cases,  electricity  and  gas 

charges  will  be  made  as  stated  : 


Sept 

2003 


(a)  In  respect  of  barrack  accommodation,  or  operational  quarters 
occupied  by  caretakers  and  watchmen  under  direction  by  their 
Heads  of  Departments,  Government  will  pay  the  bills  and  no  charge 
will  be  made  to  the  occupants. 


(b)  Where  quarters  with  communal  facilities  are  used  as  messes  for 
single  officers  and  are  separately  metered,  the  occupants  will  be 
responsible  for  paying  the  bills  direct. 


(c)  (i)  Where  individual  quarters  or  groups  of  quarters  as  defined 

in  (b)  above  share  an  electricity  meter  with  government 
offices,  institutions  or  other  quarters,  or  share  appliances, 
Government  will  be  responsible  for  payment  of  the  bills, 
and  the  following  monthly  charges  will  be  made  to  each 
officer,  according  to  the  grade  of  quarter  occupied.  They 
are  liable  to  deduction  from  the  officer's  salary  : 


May 

2015 


Grade  of  quarters 


Charge  per  month 


H,  I,  IJ 


$302 


JKL 


$232 


Amendment  No.  21/2015 


CHAPTER  V  -  HOUSING  BENEFITS 


Aug 

2007 


Normal  household  appliances  are  pennitted  under  the 
standard  charges  at  (i)  above  but  subject  to  (iii) 
below. 

If  occupants  wish  to  install  more  expensive 
appliances  such  as  air-conditioners,  they  should  apply 
for  approval  to  install  a  separate  meter  and  will  then 
be  responsible  for  the  expenses  incurred  and  for 
paying  the  electricity  bills.  In  addition,  they  will  be 
required  to  undertake  to  reinstate  the  quarters  to  their 
original  state  on  vacating  the  premises. 

(d)  Quarters  of  grade  G  or  higher  will  normally  be  separately 
metered;  when  they  are  not,  alternative  arrangements  will  be 
made  through  the  Director  of  Electrical  and  Mechanical 
Services  with  the  approval  of  the  Secretary  for  the  Civil 
Service.  Each  department  must  maintain  a  register,  to  be 
made  available  for  Treasury  and  Audit  inspection,  of  the 
electricity  and  gas  charges  due  from  individual  officers,  and 
of  the  amounts  recovered  in  each  case. 


878-892 


877  (c)  (ii) 

(Cont’d) 


(iii) 


Amendment  No.  37(3)/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Removal  and  Storage  of  Personal  Effects 

893  (1)  An  officer  is  normally  responsible  for  moving  his  personal  effects  to 

or  from  quarters. 

(2)  Departmental  transport  may  be  used,  if  this  does  not  interfere  with 
duty  requirements,  for  the  transport  of  an  officer's  personal  effects, 
subject  to  the  cost  of  the  transport  (including  the  driver’s  time)  being 
met  by  the  officer. 


Sept  2003 


Sept  2003 


July  2001 


(3)  An  officer's  personal  effects  may  be  moved  free  of  charge  by  the 
Director  of  Government  Logistics  or  by  departmental  transport  under 
the  following  circumstances  : 

(a)  When  the  Head  of  Department  certifies  that  the  officer  has  been 
directed  to  move  into  or  out  of  a  quarter. 

(b)  On  the  officer's  first  appointment  to  Hong  Kong,  on  transfer, 
retirement  or  expiry  of  contract.  Application  should  be  made 
through  the  officer's  Head  of  Department  who  should  certify 
that  the  officer  is  eligible  for  this  concession.  This  concession 
is  restricted  to  moving  personal  effects  from 
godown/Government  Logistics  Department/departmental  stores 
to  quarters,  or  vice  versa,  and  the  officer  will  be  required  to 
repay  any  landing  fees,  etc.,  except  container  load  service 
charges,  incurred  in  withdrawing  personal  effects  from  a 
godown. 

(c)  On  allocation  of  a  temporary  quarter  reserved  for  another 
officer  under  CSR  819,  or  on  allocation  of  a  quarter  which  the 
Housing  and  Quartering  Officer  has  designated  as  temporary, 
this  concession,  which  applies  to  removal  to  and  from  such 
quarters,  will  only  be  granted  if  the  Housing  and  Quartering 
Officer  certifies  that  an  officer  is  eligible  for  free  transportation 
of  his  personal  effects. 


(CSR-CH5-008-r.doc) 


Amendment  No.  64(a)/2001 


CHAPTER  V  -  HOUSING  BENEFITS 


An  officer  who  is  directed  by  his  Head  of  Department  or  by  the 
Housing  and  Quartering  Officer  or  by  the  Secretary  for  the  Civil 
Service  to  move  from  one  quarter  to  another  may  be  permitted  to 
claim  removal  allowance  at  the  rates  set  out  in  Annex  5.6  to  meet  the 
removal  expenses. 

The  allowance  is  not  payable  to  officers  who  : 

(a)  occupy  quarters  on  first  appointment  or  on  return  from  vacation 
leave; 

(b)  move  into  or  out  of  hotel  or  barrack  accommodation  or 
temporary  quarters,  provided  that  the  claims  of  officers  who 
have  been  directed  so  to  move  will  be  considered  on  their 
merits. 

The  allowance  is  payable  in  addition  to  the  advance  of  salary 
obtainable  under  CSR  618(1)  and  the  free  removal  of  household 
effects  available  under  CSR  893(3). 


Claims  for  removal  allowance  should  be  addressed  to  the  Secretary 
for  the  Civil  Service  through  heads  of  departments. 


Amendment  No.  38/2007 


CHAPTER  V  -  HOUSING  BENEFITS 


Sept  2003 


Sept  2003 


Sept  2003 


Sept  2003 


Sept  2003 


Sept  2003 


895  (1)  An  officer  who  is  required  to  vacate  his  quarter  may  have  his 

personal  effects  transported  and  stored  free  of  charge  by  the  Director 
of  Government  Logistics,  or  by  Departmental  transport  for  storage  in 
departmental  stores  with  the  prior  approval  of  the  Head  of 
Department  concerned,  subject  to  the  following  conditions  : 

(a)  The  Government  including  the  Director  of  Government 
Logistics  or  Head  of  Department  will  not  be  responsible  for  any 
damage  or  loss  however  caused,  be  it  wilful,  with  or  without 
fault  or  negligence  on  the  part  of  the  Government  or  any  person 
in  the  civil  service. 

(b)  The  Director  of  Government  Logistics  or  Head  of  Department 
reserves  the  right  to  open  any  package  and  destroy  any  article 
suspected  or  found  to  be  infested  with  insects  or  termites, 
without  compensation  whatsoever. 

(c)  All  goods  should  be  cased  or  crated,  and  must  be  marked 
clearly  with  the  owner’s  name  and  department.  The  acceptance 
of  any  uncased  items  will  be  at  the  discretion  of  the  Director  of 
Government  Logistics  or  Head  of  Department.  Under  no 
circumstances  will  empty  cases  be  received  for  storage. 

(d)  Package  and  crating  expenses  must  be  borne  by  the  officer. 

(e)  The  maximum  volume  allowed  for  free  transportation  and 
storage  will  be  8.5  cubic  metres.  Acceptance  of  any  volume  in 
excess  of  this  limit  will  be  at  the  discretion  of  the  Director  of 
Government  Logistics. 

(2)  The  Director  of  Government  Logistics  may,  at  his  discretion,  store 
free  of  charge  personal  effects  which  await  shipment  under  CSR 
1463.  The  volume  of  effects  and  the  period  for  which  they  may  be 
stored  will  depend  on  the  storage  space  available  and  may  vary  from 
time  to  time.  Officers  wishing  to  store  effects  under  this  regulation 
should  consult  the  Government  Logistics  Department  before  entering 
into  any  commitment  with  packers  or  shippers. 


896  -  899 


Amendment  No.  3(68)/88 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


Mar  92 


Dec  99 


MEDICAL  TREATMENT 


(a)  In  Hong  Kong 

900  (1)  Medical  advice  and  treatment,  X-ray  examinations  and  medicines 

(but  see  CSR  906)  are  available  free  of  charge  to  an  eligible  person 
and  his  family  only  when  these  benefits  are  provided  by  the 
Government  or  Hospital  Authority  medical  services. 

(2)  For  the  purposes  of  these  regulations  and  the  regulations  on  dental 
treatment  (see  CSRs  950-954),  "family"  means  the  officer's  spouse 
and  children  (including  children  of  divorced/legally  separated 
officers,  step-children,  adopted  children  and  illegitimate  children) 
who  are  unmarried  and  under  the  age  of  21.  In  the  case  of  children 
aged  19  or  20,  they  must  also  be  in  full  time  education  or  in  full  time 
vocational  training,  or  dependent  on  the  officer  as  a  result  of  physical 
or  mental  infirmity. 


(3)  The  following  persons  are  eligible  for  free  medical  treatment  under 
paragraph (1) - 


(a)  monthly  paid  officers  and  their  families; 

(b)  daily  rated  staff  who  are  injured  in  the  course  of  their  duty; 

(c)  retired  Government  officers  living  in  Hong  Kong  and  in  receipt 
of  a  pension  or  an  annual  allowance  and  their  families  living  in 
Hong  Kong; 


[FCH6004W] 


Amendment  No.  54/99 


May  2008 


May  2008 


Mar  92 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 

(d)  families  of  officers  killed  on  duty  and  living  in  Hong  Kong;  and 

(e)  families  living  in  Hong  Kong  and  in  receipt  of  a  pension  under 
the  Widows'  and  Orphans  Pension  Scheme  or  the  Surviving 
Spouses'  and  Children's  Pensions  Scheme  following  the  death 
of  officers  while  in  service  or  after  retirement. 

(4)  A  widow  or  widower  of  a  deceased  officer,  together  with  her/his 
family,  will  cease  to  be  eligible  for  treatment  under  paragraph  (1)  on 
remarriage. 

(5)  Apart  from  the  circumstances  described  in  paragraph  (3)(b),  daily¬ 
rated  staff  and  their  families  receive  such  medical  treatment  as  is 
available  to  the  general  public. 

901 


902  The  treatment  provided  will  be  dictated  by  the  medical  necessity  of  the 
case.  Every  endeavour  will  be  made  to  give  officers  and  their  families  the 
best  available  medical  attendance  and  treatment,  but  the  medical  officer  in 
charge  of  the  case  has  sole  discretion  as  to  the  amount  and  the  nature  of 
treatment  provided. 

903  A  list  of  Department  of  Health  clinics  where  officers  and  their  families 
may  attend  for  advice  and  out-patient  treatment  is  available  at  the  Civil 
Service  Bureau  Homepage. 

904  Officers  will  be  allowed  time  off  from  duty  for  attendance  at  clinics  for 
approved  treatment,  examination  or  consultation. 

905 


906  Free  medicines  are  supplied  only  on  a  prescription  signed  or  countersigned 
by  a  Government  or  Hospital  Authority  medical  officer  and  only  from 
Government  clinics  and  dispensaries  or  Hospital  Authority  hospitals, 
clinics  and  dispensaries. 


Amendment  No.  13(a)/2008 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


May  2008 


May  2008 


Mar  92 


907.  The  following  persons  will  not  be  charged  for  vaccination  or  inoculation 

certificates  issued  by  the  Department  of  Health  - 

(a)  monthly  paid  officers  and  their  families; 

(b)  retired  Government  officers  living  in  Hong  Kong  and  in  receipt  of  a 
pension  or  an  annual  allowance  and  their  families  living  in  Hong 
Kong; 

(c)  families  of  officers  killed  on  duty  and  living  in  Hong  Kong; 

(d)  families  living  in  Hong  Kong  and  in  receipt  of  a  pension  under  the 
Widows'  and  Orphans  Pension  Scheme  or  the  Surviving  Spouses’ 
and  Children’s  Pensions  Scheme  following  the  death  of  officers 
while  in  service  or  after  retirement. 


908.  The  Director  of  Health,  or  a  senior  officer  authorised  by  him  may  order  the 
removal  of  an  officer  or  member  of  his  family  to  a  hospital,  if  he  considers 
that  the  patient  cannot  be  properly  treated  otherwise.  If  a  patient  refuses  to 
comply  with  such  an  order,  treatment  by  a  Government  or  Hospital 
Authority  medical  officer  may  be  discontinued  and  the  Director  will  report 
the  circumstances  to  the  Secretary  for  the  Civil  Service. 

909. 


910.  The  Director  of  Health  may  authorise  a  serving  officer  or  eligible  member 
of  his  family  as  defined  in  CSR  900(2)  or  be  sent  abroad  for  medical 
treatment  unobtainable  in  Hong  Kong.  The  officer  (or  eligible  member  of 
his  family)  may  be  provided  with  a  return  passage  by  the  most  direct 
and/or  economical  route.  One  additional  passage  may  be  provided  if  the 
Director  of  Health  considers  that  the  person  requiring  treatment  needs  to 
be  accompanied. 


Amendment  No.  13(b)/2008 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


Dec  97 


(b)  Outside  Hong  Kong 

911  (1)  An  officer  on  vacation  leave  or  annual  leave  outside  Hong  Kong  is 

not  eligible  for  reimbursement  of  medical  expenses  incurred  : 

(i)  in  countries  where  a  free  or  nominally  free  health  service  is 
available  (except  as  provided  under  para.  (2)(i)  below); 

(ii)  in  countries  with  which  the  Hong  Kong  Government  has 
reciprocal  arrangements  whereby  officers  and  their  families 
may  be  treated  free  of  charge  in  each  other’s  territory; 

(iii)  in  respect  of  his  wife  or  an  eligible  member  of  his  family 
anywhere  outside  Hong  Kong;  provided  that  where  treatment 
is  urgent  and  unavoidable  and  hardship  is  caused  the 
Government  may  reimburse  a  portion  of  the  expenses. 

(2)  An  officer  on  vacation  leave  or  annual  leave  outside  Hong  Kong  is 
eligible  for  reimbursement  of  medical  expenses  under  the  following 
circumstances  : 

(i)  Full  Reimbursement 

In  countries  where  a  free,  or  nominally  free  health  service  is 
available,  when  directed  in  writing  by  the  Director  of  Health  to 
consult  or  obtain  treatment  from  a  particular  medical 
practitioner  who  does  not  participate  in  the  free,  or  nominally 
free,  health  service; 

(ii)  Partial  Reimbursement 

In  countries  where  no  free,  or  nominally  free,  health  service  is 
available,  the  officer  will  be  required  to  pay  the  following 
maximum  amount  during  any  one  period  of  leave. 


Amendment  No.  52/97 


Jul  98 


May  2001 


Aug  90 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


911  (2)  (ii) 

(Cont’d) 


Monthly  salary 

Below  Point  14  of  the 
Master  Pay  Scale 

Points  14  -  23  of  the 
Master  Pay  Scale 

Points  24  -  41  of  the 
Master  Pay  Scale 

Points  42  of  the  Master 
Pay  Scale  and  over 


Officer's  maximum  liability 

40%  of  one  month’s  salary 
50%  of  one  month’s  salary 
60%  of  one  month’s  salary 
63%  of  one  month's  salary 


Provided  that  the  Director  of  Health  either  advises  treatment  in 
advance  or  approves  it  subsequently,  and  provided  also  that  the 
Director  certifies  the  fees  to  be  reasonable,  the  Government 
will  pay  the  remainder. 


(3)  An  officer  is  not  eligible  for  reimbursement  of  medical  expenses 
incurred  outside  Hong  Kong  except  as  authorized  under  CSRs  910, 
91  l(l)(iii),  911(2)  and  912,  and  as  provided  in  the  External  Services 
Regulations. 


912  (1)  Provided  he  is  satisfied  that  the  amount  to  be  reimbursed  is  in  respect 

of  necessary  treatment  and  that  the  fees  are  reasonable,  the  Director 
of  Health  may  approve  reimbursement  of  medical  expenses  incurred 
outside  Hong  Kong  by  an  officer,  other  than  when  that  officer  is  on 
vacation  leave  or  annual  leave  (for  which  see  CSR  911),  in  the 
following  circumstances  : 

(a)  when  an  officer  or  eligible  member  of  his  family  is  sent  abroad 
for  treatment  under  CSR  910; 

(b)  when  an  officer  is  on  duty  outside  Hong  Kong  or  on  duty 
outside  a  country  to  which  he  has  been  posted  (and  in  respect 
of  any  member  of  his  family  as  defined  in  CSR  900(2)  where 
passages  have  been  provided  at  government  expense 
specifically  for  the  purpose  of  accompanying  the  officer  whilst 
on  duty); 

(c)  when  an  officer  is  on  paid  study  leave  outside  Hong  Kong  (and 
in  respect  of  his  wife  while  she  accompanies  him  during  a 
period  for  which  a  passage  has  been  provided  under  CSR 
1025). 


Amendment  No.  16/2001 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


Mar  92 


912  (2)  When  the  expenditure  is  incurred  in  countries  where  a  free,  or 

(Cont'd)  nominally  free,  Health  Service  is  available,  reimbursement  will  be 

made  as  follows:  - 

(i)  in  case  (a)  and  (c)  only  in  the  circumstances  described  in  CSR 
91  l(2)(i); 

(ii)  in  case  (b)  at  the  discretion  of  the  Director  of  Health,  provided 
the  officer  can  show  to  the  Director's  satisfaction  that  it  was  in 
the  public  interest  for  him  not  to  have  attempted  to  take 
advantage  of  the  free,  or  nominally  free,  Health  Service  on  that 
occasion. 

913.  If  treatment  under  CSRR  91 1(2)  or  912  which  the  Director  of  Health  either 
advises  in  advance  or  approves  subsequently  involves  admission  to 
hospital,  the  maintenance  charges  in  hospital  will  be  met  by  the 
Government  provided  the  Director  of  Health  certifies  that  they  are 
reasonable,  having  regard  to  the  status  of  the  officer,  and  subject  to 
deduction  of  the  daily  maintenance  charges  which  the  officer  would  have 
to  meet  in  a  Hospital  Authority  hospital  in  Hong  Kong  (See  CSR  922). 

914.  An  officer  outside  Hong  Kong  who  is  required  or  recommended  to  obtain 
treatment  in  accordance  with  CSRR  911(2),  912  or  913  will  be  eligible  to 
claim  refund  of  travelling  expenses  (CSR  1420). 

915.  All  claims  for  reimbursement  of  expenses  under  CSRR  911-913  must  be 
supported  by  receipted  bills  and  should  be  forwarded  to  the  Director  of 
Health  who  will  forward  them  to  the  Director  of  Accounting  Services  with 
his  recommendations. 


916.-919. 


Amendment  No.  17(a)/92 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


January  94 


HOSPITAL  MAINTENANCE  FEES 


920.  Except  as  provided  under  CSR  924,  officers  and  their  dependants  are 
charged  for  maintenance  in  hospitals.  Fees  are  debited  to  individual 
officers  direct,  and  are  liable  to  deduction  from  an  officer's  salary.  The 
fees  may  however  be  reduced  in  cases  of  particular  hardship  by  an 
Assistant  District  Social  Welfare  Officer  or  Senior  Medical  Social  Worker. 

921.  An  officer  may  choose  the  class  of  hospital  accommodation  he  wishes  to 
occupy,  provided  that  the  accommodation  asked  for  is  available  and  is 
considered  suitable  by  the  Medical  Officer  in  charge  of  the  hospital. 

922.  The  daily  maintenance  fees  in  public  hospitals  under  the  auspices  of  the 
Hospital  Authority  are  set  out  at  Annex  6.1. 

923.  Daily  rated  staff  and  their  dependants  are  charged  for  hospital 
accommodation  at  the  same  rates  as  members  of  the  general  public. 


Amendment  No.  12/94 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


Jul  2003 


Jul  85 


924  The  daily  maintenance  fees  in  Hospital  Authority  hospitals  are  reduced  as 
follows  for  patients  who  fall  within  the  under-mentioned  groups 

(a)  No  fees  :  nursing  staff  of  the  Department  of  Health  and  Correctional 
Services  Department;  officers  on  sick  leave  or  maternity  leave 
without  pay;  officers  on  sick  leave  granted  under  CSR  1286(1). 

(b)  Half  fees  :  medical  staff,  other  than  nursing  staff,  of  the  Department 
of  Health  and  Correctional  Services  Department;  children  under 
twelve  years  of  age;  and  officers  on  sick  leave  on  half  pay. 

925  For  new-born  infants  remain  in  hospital  after  their  mothers  have  been 
discharged,  the  charge  will  in  all  cases  be  50%  of  the  lowest  rate  under 
CSR  922. 


926  -  929 


Amendment  No.  18/2003 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


MEDICAL  EXAMINATIONS  (See  also  CSR  485) 

On  first  appointment 

930  Candidates  for  appointments  in  the  Government  service  must  undergo  a 
medical  examination  -  see  Civil  Service  Regulation  142. 

In  case  of  injury  on  duty 

Dec.  97  931  (1)  When  it  is  known  or  suspected  that  an  officer's  injury  or  disability 

may  be  attributable  to  his  duties  the  officer's  Head  of  Department 
must  inform  the  Director  of  Health  or  Chief  Executive,  Hospital 
Authority  as  appropriate,  who  will  pass  on  the  information  to  the 
Medical  Officer  in  charge  of  the  case. 

Dec.  97  (2)  When  the  Medical  Officer  is  informed  as  in  para.  (1)  above  or  when 

he  is  himself  of  the  opinion  that  an  officer's  injury  or  disability  may 
be  attributable  to  the  officer's  duties,  he  should  make  a  detailed  report 
in  duplicate  to  the  Director  of  Health  or  Chief  Executive,  Hospital 
Authority  as  appropriate,  who  will  decide  whether  to  convene  a 
Medical  Board  to  examine  the  officer  and  to  report  whether  any 
degree  of  permanent  impairment  is  likely,  even  although  the 
impairment  may  not  necessitate  invaliding.  One  copy  of  the  Medical 
Board's  report  will  be  forwarded  to  the  Secretary  for  the  Civil 
Service. 

Dec.  97  932  -  933 

Dec.  97  While  on  leave  (see  also  CSR  1263) 

934  (1)  An  officer  on  vacation  leave  may  be  required,  or  at  his  own  request, 

may  be  permitted,  by  the  Secretary  for  the  Civil  Service,  to  present 
himself  for  examination  to  an  approved  medical  practitioner,  with  a 
view  to  obtaining  a  report  as  to  his  physical  fitness  to  return  to  his 
duties  or  to  take  up  a  fresh  appointment. 

In  such  a  case  :  - 

(a)  Any  fees  in  respect  of  the  examination  will,  in  the  absence  of 
any  special  regulations  or  arrangement  to  the  contrary,  be  paid 
by  the  Government; 

(b)  The  person  or  persons  appointed  to  conduct  the  examination 
will  have  discretion  to  call  a  specialist  into  consultation,  and 
any  fee  due  to  the  specialist  for  assistance  in  rendering  a  report 
to  the  Director  of  Health  will  be  paid  by  the  Government; 


Amendment  No.  53(a)/97 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


934  (1)  (c)  The  report  of  the  examination  will  be  forwarded  to  the  Secretary 

(Cont'd)  for  the  Civil  Service. 

Dec.  97  (2)  The  officer  will  be  informed  by  the  Secretary  for  the  Civil  Service  at 

the  earliest  possible  date  of  the  decision  reached  upon  his  case.  If  the 
officer  is  dissatisfied  with  that  decision,  he  will  be  at  liberty  to  make 
representations  to  this  effect,  in  which  event  the  Secretary  for  the 
Civil  Service  will  decide,  at  his  discretion,  whether  any  further 
medical  evidence  shall  be  called  for. 


935  -  939 


Amendment  No.  53(b)/97 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


MEDICAL  BOARDS 

Mar  92  940  A  Medical  Board  may  be  convened  in  the  following  circumstances 

Jul  2003  (a)  if  an  officer  is  suspected  to  be  physically  or  mentally  unfit  to  perform 

the  principal  duties  of  his  office  (see  CSRs  365-368,  1286(3),  Annex 
2.3); 

(b)  if  in  the  opinion  of  the  Secretary  for  the  Civil  Service  or  the  Head  of 
Department,  an  officer  should  be  examined  by  a  Medical  Board 
under  CSR  1291; 

(c)  if  an  officer  himself  requests  to  be  examined; 

Jul  2003  (d)  if  an  officer  has  had  91  or  182  days  continuous  sick  leave  granted 

under  normal  entitlement  (see  CSR  1282  and  1283); 

Jul  2003  (e)  if  there  are  doubts  on  an  officer's  sick  leave  in  case  of  duty-related 

injury  or  occupational  disease  (see  CSR  1286(2)(c)). 

941  -  943 


Mar  92  944  The  Hospital  Authority  will  provide  the  services  of  medical  assessment  for 

the  purposes  as  specified  under  CSR  940  upon  request.  A  Medical  Board 
will  consist  of  three  medical  officers,  one  of  whom  will  serve  as  the 
Chairman. 

Jul  2003  945  (1)  In  the  case  of  a  Medical  Board  convened  for  the  purpose  of 

determining  whether  an  officer  should  be  invalided,  the  procedures 
set  out  in  Annex  2.3  should  be  followed. 

Jul  2003  (2)  (a)  For  Medical  Boards  convened  for  purpose  other  than  invaliding, 

the  Permanent  Secretary/Head  of  Department  should  forward 
the  request  to  the  Chief  Executive,  Hospital  Authority  direct. 


Amendment  No.  19(a)/2003 


CHAPTER  VI 

945  (2)  (b) 

(Cont’d) 


(c) 


946  -  949 


MEDICAL  AND  DENTAL  FACILITIES 


In  forwarding  the  request  to  the  Chief  Executive,  Hospital 
Authority,  the  following  information  should  be  provided  under 
confidential  cover  - 

(i)  the  reason  for  the  request;  and 

(ii)  a  summary,  where  appropriate,  of  the  officer’s  illness  or 
injury,  sick  leave  record,  periods  of  hospitalisation, 
treatment  received  if  known;  and  in  the  case  of  an  officer 
attended  to  by  a  private  medical  practitioner,  a  medical 
report  if  available. 

The  Chief  Executive,  Hospital  Authority  should  be  requested  to 
forward  the  recommendations  of  the  Medical  Board  to  the 
Permanent  Secretary/Head  of  Department  concerned  directly  for 
a  decision  on  the  appropriate  action  to  be  taken.  Where 
applicable,  the  Board  will  state  whether  in  its  opinion  the 
officer's  injuries  are  attributable  to  the  nature  of  his  duties  or  to 
internment  and  should  indicate  the  degree  of  impairment,  if  any, 
under  the  relevant  legislation.  Where  it  is  necessary  to  forward 
the  case  to  the  Civil  Service  Bureau,  the  Permanent 
Secretary/Head  of  Department  concerned  should  add  such 
comments  as  may  be  appropriate  to  the  recommendations  of  the 
Medical  Board  before  forwarding  them  to  the  Civil  Service 
Bureau. 


Amendment  No.  19(b)/2003 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


DENTAL  TREATMENT 


(a)  In  Hong  Kong 


Mar.  91 
(950-954) 


January  94 


950.  (1)  Dental  treatment  is  available  to  an  eligible  person  and  his  family  (as 

defined  in  CSR  900(2))  at  government  dental  clinics.  No  charge  is 
made  for  conservative  treatment,  including  temporary,  composite, 
glass  ionomer  and  amalgam  fillings,  root  canal  treatment,  periodontal 
treatment,  and  oral  surgery  which  includes  extractions.  Charges  for 
dentures,  dental  appliances  and  other  restorations  are  made  at  the 
rates  laid  down  in  CSR  Annex  6.2.  These  charges  are  liable  to 
deduction  from  an  officer's  salary. 


(2)  The  following  persons  are  eligible  for  dental  treatment  under 
paragraph (1) - 


May  2008 


(a)  monthly  paid  officers  and  their  families; 

(b)  retired  government  officers  living  in  Hong  Kong  and  in  receipt 
of  a  pension  or  an  annual  allowance  and  their  families  living  in 
Hong  Kong; 

(c)  families  of  officers  killed  on  duty  living  in  Hong  Kong; 

(d)  families  living  in  Hong  Kong  and  in  receipt  of  a  pension  under 
the  Widows'  and  Orphans  Pension  Scheme  or  the  Surviving 
Spouses'  and  Children's  Pensions  Scheme  following  the  death 
of  officers  while  in  service  or  after  retirement. 


(3)  A  widow  or  widower  of  a  deceased  officer,  together  with  her/his 
family  will  cease  to  be  eligible  for  treatment  under  paragraph  (1)  on 
remarriage. 

(4)  Daily  rated  staff  are  eligible  for  free  extractions  as  members  of  the 
public. 

(5)  An  officer  is  not  eligible  for  reimbursement  of  expenses  for  any 
dental  examination  or  treatment  (including  the  provision  of  dentures 
or  dental  appliances),  either  for  himself  or  his  family,  carried  out  by  a 
private  dental  practitioner  without  the  prior  written  approval  of  the 
Director  of  Health. 


951. 


Amendment  No.  14/2008 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


952  (1)  The  charges  set  out  in  CSR  Annex  6.2  for  partial  or  full  dentures  and 

dental  appliances  apply  to  obturator  and  dentures  made  of  acrylic 
resin.  For  those  constructed  largely  of  other  materials  e.g.  chrome- 
cobalt,  the  charges  are  increased  by  50%. 

(2)  Repairs  in  respect  of  fractures  to  new  or  remodelled  dentures  within 
six  months  of  fitting  will  be  done  free  of  charge  if  the  dentist  is  of  the 
opinion  that  the  fractures  are  due  to  no  fault  of  the  patient. 

(3)  These  charges  may  be  waived  or  reduced  where  hardship  is  involved 
and  the  dentures  and  dental  appliances  would,  in  similar 
circumstances,  have  been  supplied  to  members  of  the  public. 

953  An  officer  and  his  family  who  wish  to  have  full  dental  treatment  before 
going  on  vacation  leave  overseas  should  request  a  dental  examination  not 
later  than  twelve  months  before  their  expected  date  of  departure. 

Outside  Hong  Kong 

954  (1)  An  officer  is  not  eligible  for  reimbursement  of  expenses  for  any 

dental  examination  or  treatment  obtained  anywhere  outside  Hong 
Kong,  either  for  himself  or  his  family  (except  as  provided  under  para. 
(2)  below). 

(2)  Provided  he  is  satisfied  that  the  amount  to  be  reimbursed  is  for 
emergency  dental  treatment  and  that  the  fees  are  reasonable,  the 
Director  of  Health  may  approve  reimbursement  of  dental  expenses 
incurred  by  an  officer  while  on  duty  outside  Hong  Kong. 

(3)  All  claims  for  reimbursement  of  expenses  must  be  supported  by 
receipted  bills  and  should  be  forwarded  to  the  Director  of  Health  for 
approval. 

955  -  969 
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Amendment  No.  1 1/2001 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


PROCEDURE  FOR  DEALING  WITH  CASES  OF  DRUG  ADDICTION 
(see  also  CSR  151) 

Monthly  paid  officers 

Oct  84  970.  If  a  Head  of  Department  becomes  aware  that  one  of  his  staff  is  a  drug 

addict,  he  should  refer  the  case  to  the  Assistant  Director  of  Health 
(Narcotics)  in  charge  of  the  Narcotics  and  Drug  Administration  Division 
of  Department  of  Health  with  a  view  to  the  officer's  admission  into  one  of 
the  treatment  programmes.  The  Assistant  Director  of  Health  (Narcotics) 
will,  on  behalf  of  the  Director  of  Health,  report  to  the  officer's  Head  of 
Department  whether 

(a)  the  officer’s  case  is  unsuitable  for  treatment;  or 

(b)  the  case  is  suitable  for  treatment,  in  which  case  a  Medical  Board  will 
be  convened  under  CSR  940,  with  a  view  to  granting  the  officer  sick 
leave  for  the  purpose. 

Mar  92  971.  The  Assistant  Director  of  Health  (Narcotics)  will,  on  behalf  of  the  Director 

of  Health,  report  cases  under  CSR  970(a)  to  the  Secretary  for  the  Civil 
Service,  who  will  take  the  necessary  action  for  compulsory  retirement  of 
the  officer  under  the  appropriate  Regulations. 

Mar  92  972.  (1)  In  cases  under  CSR  970(b)  the  officer  will  be  granted  full-pay  and/or 

half-pay  sick  leave  up  to  the  amount  for  which  he  is  eligible,  under 
CSR  1273  to  1278,  plus  any  further  amount  of  no-pay  sick  leave 
required  to  meet  the  Medical  Board's  recommendation.  For  this 
purpose  addiction  will  not  be  regarded  as  attributable  to  the  officer's 
misconduct  or  wilful  neglect,  under  CSR  1292(3). 

(2)  At  the  end  of  the  prescribed  course  of  treatment,  the  Director  of 
Health  will  convene  a  further  Medical  Board,  for  the  purpose  of 
advising  whether  the  officer  :- 

(a)  is  considered  fit  to  resume  duty;  or 

(b)  should  be  granted  further  sick  leave;  or 


Amendment  No.  19/92 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


972.  (2) 

(Cont’d) 

(3) 


(4) 


(5) 


(6) 


973  -  974 


(c)  should  be  regarded  as  unfit  for  further  service. 


In  cases  under  sub-paragraph  (2)(b)  above  the  Director  of  Health  will 
report  the  fact  to  the  officer's  Head  of  Department,  who  will  consider 
where  to  post  the  officer.  Wherever  possible  it  is  preferable  to 
employ  the  officer  in  a  different  section  or  sub- section  of  the 
department  and  in  different  office  premises  to  those  in  which  he 
formerly  worked,  especially  if  it  is  thought  likely  that  any  of  his 
former  colleagues  may  themselves  be  addicts  or  pedlars,  or  are  likely 
to  influence  him  to  relapse.  On  resumption  of  duty  the  officer  should 
be  warned  in  writing  that  should  he  become  re-addicted  to  drugs,  he 
may  be  compulsorily  retired  from  the  service,  which  may  involve  the 
forfeiture  or  reduction  of  his  retirement  benefits. 


If  an  officer  cannot  suitably  be  re-employed  in  his  former  capacity, 
the  Head  of  Department  should  endeavour  to  find  him  alternative 
employment  within  the  department  or  in  another  department,  seeking 
the  assistance  of  the  Secretary  for  the  Civil  Service  as  necessary.  If 
alternative  employment  cannot  be  found  the  Head  of  Department 
should  report  the  fact  to  the  Secretary  for  the  Civil  Service,  with  a 
view  to  the  officer  being  compulsorily  retired. 

In  cases  under  sub-paragraph  2(b)  above  the  officer  may  be  granted 
such  additional  sick  leave  as  is  recommended  by  the  Medical  Board, 
but  the  amount  of  full-pay  or  half-pay  sick  leave  may  not  exceed  the 
amount  for  which  the  officer  is  eligible.  Any  balance  of  sick  leave 
required  will  be  unpaid. 

In  cases  under  sub-paragraph  (2)(c)  above  the  Head  of  Department 
should  forward  a  full  report  to  the  Secretary  for  the  Civil  Service, 
who  will  take  the  necessary  action  for  the  compulsory  retirement  of 
the  officer  under  the  appropriate  Regulations. 


Amendment  No.  61(c)/76 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


Daily-rated  staff 

Mar  92  975.  Daily-rated  staff  are  not  eligible  for  sick  leave  (see  CSR  1294),  but  they 

also  should  be  referred  to  the  Senior  Medical  Officer  in  charge,  Eastern 
Street  Centre,  for  registration  for  treatment,  if  found  suitable.  They  may 
be  allowed  time  off  (with  pay)  for  the  purpose  of  attending  for  registration. 
Whilst  absent  from  work  under  treatment  the  employee's  pay  will  cease. 

976. 


Cases  of  default  to  be  reported 

977.  The  procedures  described  in  the  Civil  Service  Regulations  970-972  are  not 
applicable  to  officers  who  refuse  treatment  or  default  in  completing  a 
prescribed  course  of  treatment,  or  become  re-addicted  to  drugs  after  the 
warning  referred  to  in  CSR  972(3)  has  been  given.  Heads  of  Departments 
should  provide  the  Secretary  for  the  Civil  Service  with  a  full  report  on 
such  cases,  and  recommend  what  action  they  consider  should  be  taken. 

978.  -  979. 


Amendment  No.  20(a)/92 


CHAPTER  VI  -  MEDICAL  AND  DENTAL  FACILITIES 


Mar  92 


GENERAL 


Representations  in  respect  of  medical  and  dental  services 

980.  Notwithstanding  the  provisions  of  CSR  492  any  officer  may  make 
representations  regarding  the  medical  and  dental  services  provided  for 
eligible  officers  and  their  families  by  writing  under  personal  and 
confidential  cover  to 

(a)  Director  of  Health  in  respect  of  health  and  dental  matters;  and 

(b)  Chief  Executive,  Hospital  Authority  in  respect  of  specialist  clinic  and 
hospital  matters. 

Any  such  representations  will  be  investigated  in  confidence  and  the  officer 
will  be  informed  of  the  result. 


981.-  999. 


Amendment  No.  20(b)/92 


Annex 


CHAPTER  VII  -  TRAINING 

ABSENCE  AND  LEAVE 

1000  (1)  Heads  of  Department/Grade  may  release  officers  from  duty  to 

attend  training  programmes  organised  by  Government,  or  local 
short  or  part-time  courses  run  by  outside  institutions  if  the  officers 
are  sponsored  by  Government. 

(2)  Full-pay  study  leave  under  CSRs  1001  and  1002  will  count  for 
increments  and  seniority,  and  towards  pensionable  service. 

Feb  2008  (3)  No-pay  study  leave  under  CSRs  1004  and  1005  will  not  count  for 

increments  and  pensionable  service.  For  adjustment  of  seniority, 
CSR  127(11)  applies. 

(4)  The  period  of  full-pay  and  no-pay  study  leave  will  not  be 
leave-earning. 

Full-pay  Study  Leave 

1001  (1)  Full-pay  study  leave  may  be  granted  to  officers  nominated  to 

undertake  full-time  training  which  is  relevant  to  their  duties. 

(2)  The  authority  for  granting  full-pay  study  leave  is  Heads  of 
Department/Grade . 

Jan  2018  1002  Heads  of  Department/Grade  may  grant  full-pay  study  leave  of  up  to  14 

days  in  any  period  of  12  months  for  officers  to  prepare  and  sit  for 
examinations  leading  to  qualifications  which  are  relevant  to  the  work  of 
the  staff  or  of  the  department. 

1003 


Amendment  No.  1  (a)/20 1 8 


CHAPTER  VII  -  TRAINING 


No-Pay  Study  Leave 

1004  Heads  of  Department/Grade  may  grant  no-pay  study  leave  to  officers  to 
pursue  self-arranged  full-time  study  if  the  study  is  relevant  to  their  duties 
or  the  work  of  the  department. 

Government  Training  Scholarship 

1005  Heads  of  Department/Grade  will  grant  no-pay  study  leave  to  officers  to 
attend  full-time  training  under  the  Government  Training  Scholarship. 


UNDERTAKING 

Jan  2018  1006  Officers  will  be  required  to  sign  an  undertaking  if: 

(a)  the  period  of  their  full-pay  study  leave  lasts  12  or  more  weeks;  or 

(b)  the  period  of  their  full-pay  study  leave  is  less  than  12  weeks  but 
the  cost  justifies  the  signing  of  an  undertaking;  or 

(c)  they  are  granted  no-pay  study  leave  with  training  assistance  under 
the  Government  Training  Scholarship  Scheme  or  other 
government  assisted  training  schemes. 

The  undertaking  will  require  officers  to  serve  mandatory  post-training 

service.  The  schedule  of  such  service  is  given  in  Chapter  III  of  the 

Guide  on  Training  in  the  Civil  Service. 

1007  Heads  of  Department/Grade  are  responsible  for  both  the  execution  of 

undertakings  and  action  to  recover  training  liabilities  from  defaulters. 


Amendment  No.  1  (b)/20 1 8 


CHAPTER  VII  -  TRAINING 


Jan  2018 


Jan  2018 


TRAINING  ASSISTANCE 

Full-Pay  Study  Leave  and  Government  Training  Scholarship 

1008  (1)  Training  assistance  may  be  given  to  officers  on  full-pay  study 

leave  under  CSR  1001  and  on  the  Government  Training 
Scholarship  under  CSR  1005.  Details  of  the  assistance  are  given 

in  Chapter  III  of  the  Guide  on  Training  in  the  Civil  Service. 

(2)  The  authority  for  granting  training  assistance  is  Heads  of 
Department/Grade. 

1009  Heads  of  Department/Grade  may  waive  the  repayment  of  the  interest-free 
salary  loan  granted  under  the  Government  Training  Scholarship  if  the 
officers  have  satisfactorily  completed  the  mandatory  post-training  service. 

Reimbursement  of  Course  and  Examination  Fees 

1010  Heads  of  Department/Grade  may  approve  reimbursement  of  course  and 
examination  fees  for  part-time,  short  or  correspondence  courses  subject  to 
departmental  priorities  and  the  criteria  in  Chapter  III  of  the  Guide  on 
Training  in  the  Civil  Service. 

1011- 

1099 


Amendment  No.  1  (c)/20 1 8 


CHAPTER  VIII  -  LEAVE 


GENERAL  (CSRs  1100  -  1149) 
Classification  and  terms 


1100  (1) 

Leave  may  be  broadly  classified  into  two  groups  - 

(a)  those  that  are  earned  according  to  the  terms  of  appointment  of 
officers,  namely,  vacation  leave,  annual  leave,  casual  leave, 
basic  leave  and  overseas  addition;  and 

Mar  2012 

(b)  those  that  are  granted  under  special  circumstances,  namely, 
maternity  leave,  paternity  leave,  sick  leave,  study  leave  and 
unpaid  leave. 

(2) 

Leave  under  (l)(a)  above  is  defined  as  a  period  of  absence  from  duty 
on  full  pay  granted  for  recuperation  from  the  pressure  of  work,  for 
betterment  of  health  and  staff  morale  and  for  attending  to  personal 
matters.  In  the  case  of  officers  on  overseas  terms,  leave  is  granted 
also  for  the  renewal  of  home  and  family  ties. 

May  2001 

(3) 

(Deleted) 

May  2001 

(4) 

(Deleted) 

May  2001 

(5) 

Unless  specifically  stated  otherwise  in  the  terms  of  appointment, 

teaching  staff,  heads  of  schools  and  any  other  officers  who  enjoy 
school  holidays  (staff  may  have  to  perform  duty  during  the  holidays 
if  operationally  required)  do  not  earn  leave.  Exceptionally, 
however,  these  officers  may  be  granted  not  more  than  two  days 
vacation  leave  in  a  calendar  year  on  grounds  of  urgent  private  affairs. 

(6)  For  the  purpose  of  determining  an  officer's  leave  entitlement  in  this 
Chapter,  the  pay  points  on  the  Master  Pay  Scale  and  Directorate  Pay 
Scale  are  referred  to.  Reference  will  not  be  made  to  points  33A, 
33B,  33C,  44A  and  44B  of  the  Master  Pay  Scale.  Officers 
remunerated  on  MPS  33A,  33B  and  33C  should  follow  the  eligibility 
of  those  on  MPS  33,  and  officers  remunerated  on  MPS  44A  and  44B 
should  follow  the  eligibility  of  those  on  MPS  44.  Officers  who  are 
not  remunerated  on  the  Master  Pay  Scale  or  Directorate  Pay  Scale 
may  check  with  their  departmental  management  the  equivalent  pay 
points  on  their  pay  scale  for  determining  their  leave  entitlement. 


Amendment  No.  8(a)/2012 


CHAPTER  VIII  -  LEAVE 


Grant  of  leave 

Feb  2015  1101  (1)  Leave,  other  than  sick  leave,  maternity  leave  and  paternity  leave,  is 

granted  subject  to  the  exigencies  of  the  service.  The  leave  approving 
authority  has  the  discretion  to  adjust  the  leave  already  approved, 
having  regard  to  management/operational  needs. 

(2)  The  leave  approving  authority  may  require  an  officer  to  take  leave  to 
meet  management/operational  requirements. 

Mar  2012  (3)  While  officers  should  be  encouraged  to  take  their  earned  leave,  the 

necessity  to  maintain  an  appropriate  supply  of  officers  for  duty  must 
be  the  first  consideration.  Heads  of  Department/Grade  should 
therefore  ensure  that  leave  rosters  are  maintained  for  all  officers. 


Nov  2002  1 102  (1)  The  authorities  for  the  grant  of  earned  leave  are  - 

Category  of  Officers  Authority 

(a)  Permanent  Secretaries  Secretary  for  the  Civil  Service, 

and  Administrative  subject  to  prior  endorsement  of 

Officers  holding  posts  relevant  Directors  of  Bureau  (or 

at  D8  or  equivalent  supervising  officers  if  there  is  no 

rank  relevant  Director  of  Bureau) 

(b)  Heads  of  Department 
(other  than  Permanent 
Secretaries) 

(i)  leave  of  90  days  Permanent  Secretaries  (or 

or  less  supervising  officers  if  there  is  no 

relevant  Permanent  Secretary) 

(ii)  leave  of  more  Heads  of  Grade,  or  Secretary  for 

than  90  days  the  Civil  Service  if  there  is  no 

separate  Head  of  Grade,  subject  to 
prior  endorsement  of  relevant 
Permanent  Secretaries  (or 
supervising  officers  if  there  is  no 
relevant  Permanent  Secretary) 


Amendment  No.  4(a)/2015 


CHAPTER  VIII  -  LEAVE 


Nov  2002  1102  (1)  (c)  All  others 

(Cont'd) 

(i)  leave  of  90  days  Heads  of  Department  unless 

or  less,  provided  otherwise  specified  by  Heads  of 
no  replacement  is  Grade 

required 

(ii)  leave  of  more  Heads  of  Grade 

than  90  days,  or 

where 

replacement  is 
required 

Nov  2002  (2)  (a)  A  Head  of  Department  may  take  up  to  a  total  of  7  days'  earned 

leave  on  each  occasion  without  having  to  seek  approval. 

(b)  The  officer  should  complete  the  respective  leave  application 
form,  which  serves  to  notify  his  supervisor  and  to  facilitate  the 
updating  of  his  leave  balance. 

(c)  The  above  arrangement  also  applies  to  Administrative  Officers 
holding  posts  at  D  8  or  equivalent  rank. 


Amendment  No.  44(b)/2002 


CHAPTER  VIII  -  LEAVE 


Purposes  for  which  leave  counts 
1103  (1)  Resident  service 


(a)  The  following  types  of  leave  count  as  resident  service  for  leave- 
earning  purposes  - 


(i) 

full-pay  or  half-pay  sick  leave; 

(ii) 

paid  maternity  leave; 

May  2001 

(iii) 

casual  leave,  except  that  deferred  to  be  taken  after  expiry 
of  the  tour/agreement  on  finally  leaving  the  service  (see 
CSR  1212(3)); 

Mar  2012 

(iv) 

vacation  leave  for  officers  on  common  terms  (except 
vacation  leave  to  be  taken  on  finally  leaving  the  service 
(see  CSR  1174(4))); 

Mar  2012 

(v) 

vacation  leave  for  officers  on  new  terms  (see  CSR  1161); 
and 

Feb  2015 

(vi) 

paid  paternity  leave. 

(b)  The  following  types  of  leave  do  not  count  as  resident  service 
for  leave  earning  purposes  - 

May  2001 

(i) 

vacation  leave,  except  that  stated  in  (a)(iv)  and  (a)(v) 
above; 

(ii) 

basic  leave; 

(iii) 

overseas  addition; 

(iv) 

annual  leave; 

(v) 

study  leave;  and 

(vi) 

all  types  of  unpaid  leave. 

(2)  Increments 


(a)  All  types  of  leave  on  full  pay  or  half  pay  count  for  increments. 

May  2001  (b)  All  types  of  leave  without  pay  do  not  count  for  increments 

except  if  granted  on  grounds  of  public  interest  to  augment  paid 
leave. 


Amendment  No.  4(b)/2015 
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Feb  2015 
Feb  2015 
Feb  2015 
Feb  2015 


Dec  2009 


1103  (3)  Pension 

(Cont’d) 

Under  the  provisions  of  the  Hong  Kong  pensions  legislation,  leave 
on  full  pay  or  half  pay  counts  as  pensionable  service  and  as 
qualifying  service  for  pension  purposes.  Leave  without  pay  counts 
as  qualifying  service  and  does  not  break  continuity  of  pensionable 
service,  but  it  counts  as  pensionable  service  only  when  granted  on 
grounds  of  public  policy  with  the  approval  of  the  Chief  Executive. 
In  the  case  of  retirement  and  re-appointment  beyond  the  normal 
retirement  age  as  defined  in  the  Hong  Kong  pensions  legislation, 
where  an  officer  defers  all  or  part  of  his  leave  earned  up  to  the  date 
of  his  retirement  to  be  taken  when  he  finally  leaves  the  service,  such 
deferred  leave  will  not  count  for  any  purpose  under  the  Hong  Kong 
pensions  legislation. 

(4)  Notice  period 

Leave  will  not  count  as  part  of  a  period  of  notice  of  termination  of 
service  given  either  by  an  officer  or  by  the  Government,  except  for  - 

(a)  sick  leave  granted  under  CSRs  1270  -  1295; 

(b)  leave  taken  under  CSR  1 106(1)  in  the  case  of  resignation;  and 

(c)  paternity  leave  taken  under  CSR  1296. 

(5)  Service  for  higher  leave  earning  rate 

(CSRs  1151(2),  1161(2),  1171(2),  1186(3),  1220(1),  1230(1)  and 
1240(2)) 

All  types  of  paid  leave  (whether  full-pay  or  half-pay)  and  the  unpaid 
leave  as  specified  below  will  count  as  service  to  qualify  for  a  higher 
leave  earning  rate  - 

(a)  unpaid  study  leave  granted  under  Chapter  VII  of  the  Civil 
Service  Regulations; 

(b)  unpaid  vacation  leave  granted  for  taking  up  appointment  with 
the  ICAC; 

(c)  other  types  of  unpaid  leave,  including  unpaid  maternity  leave 
and  unpaid  sick  leave,  effective  from  1  June  1989;  and 

(d)  unpaid  paternity  leave. 

1104  (Deleted) 


Amendment  No.  4(c)/2015 


CHAPTER  VIII 


LEAVE 


Dec  2009 


May  2001 


May  2001 


1104  (Deleted) 
(Cont’d) 


Leave  records 

1105  (1)  Heads  of  Department  should  maintain  leave  records,  by  using  the 

appropriate  forms,  in  respect  of  officers  in  their  departments. 

(2)  When  an  officer  is  transferred  or  seconded  to  another  department,  his 
leave  records  should  be  brought  up-to-date  and  sent  to  that 
department. 


Grant  ofleave  in  special  circumstances 

1106  (1)  On  resignation 

(See  CSRs  1340-1344  for  passage  arrangements) 

(a)  (i)  Officers  other  than  those  on  new  terms 

An  officer  who  resigns  from  the  service  will  be  granted 
his  earned  leave,  up  to  the  maximum  allowed,  except  that 
the  Secretary  for  the  Civil  Service  may  forfeit  all  the 
earned  leave  of  an  officer  if  he  is  of  the  opinion  that  this 
officer  resigns  in  order  to  avoid  disciplinary  proceedings. 
Subject  to  the  exigencies  of  the  service,  the  leave 
approving  authority  may  permit  an  officer  to  take  his 
earned  leave  during  the  notice  period. 


Amendment  No.  41(a)/2009 


CHAPTER  VIII  -  LEAVE 


Dec  2009  1106  (1)  (a)  (ii)  Officers  on  new  terms 

(Cont’d) 

An  officer  who  resigns  from  the  service  will  be  granted 
his  earned  leave,  up  to  the  maximum  allowed,  except  that 
the  Secretary  for  the  Civil  Service  may  forfeit  all  the 
earned  leave  of  an  officer  if  he  is  of  the  opinion  that  this 
officer  resigns  in  order  to  avoid  disciplinary  proceedings. 
Such  leave,  if  granted,  will  be  encashed  in  accordance 
with  CSR  1166.  Subject  to  the  exigencies  of  the  service, 
the  leave  approving  authority  may  permit  an  officer  to 
take  his  earned  leave  during  the  notice  period. 

(b)  If  an  officer  resigns  under  CSR  320(4)  while  on  leave,  his 
resignation  will  be  effective  from  the  end  of  the  earned  leave. 
Any  unearned  leave  taken  will  be  subject  to  refund  of  salary 
and  allowances  from  the  officer. 

(2)  On  termination  of  service 

(See  CSRs  1350-1353  for  passage  arrangements) 

Dec  2009  (a)  An  officer  whose  service  has  been  terminated  by  the 

Government  for  reasons  other  than  misconduct  or  who  has  been 
required  to  retire  compulsorily  for  reasons  other  than 
misconduct  may  be  granted  his  earned  leave  by  the  appropriate 
authority,  up  to  the  maximum  allowed.  For  officers  on  new 
terms,  such  leave  if  granted  will  be  subject  to  the  provisions  of 
CSR  1166. 

Dec  2009  (b)  An  officer  who  has  been  required  to  retire  in  the  public  interest 

under  Section  12  of  the  Public  Service  (Administration)  Order 
may  be  granted  his  earned  leave  (see  sub-paragraph  (3)  below) 
by  the  appropriate  authority,  up  to  the  maximum  allowed. 

Dec  2009  (c)  An  officer  whose  service  has  been  terminated  for  reason  of 

misconduct  or  who  has  been  required  to  retire  compulsorily 
from  the  service  for  reason  of  misconduct  shall  forfeit  all  his 
earned  leave. 


Amendment  No.  42/2009 


CHAPTER  VIII  -  LEAVE 


Nov  2002  1106  (3)  On  interdiction 

(Cont'd)  (See  CSR  1347  for  passage  arrangements) 

An  officer  who  has  been  interdicted  from  duty  may  not  earn  leave 

during  the  period  of  interdiction  except  with  the  approval  of  the 

Secretary  for  the  Civil  Service/Head  of  Department. 

May  2001  (4)  On  retirement  or  completion  of  the  final  agreement 

(a)  An  officer  who  leaves  the  service  on  retirement  (except  under 
(2)  (c)  above)  or  on  completion  of  his  final  agreement  may  be 
granted  by  the  appropriate  authority  all  the  accumulated  leave 
which  he  has  earned,  subject  to  the  maximum  allowed.  For 
officers  on  new  terms,  such  leave  if  granted  will  be  subject  to 
the  provisions  of  CSR  1 166. 

(b)  A  woman  officer  who  elects  to  retire  on  marriage  under  CSR 
343  may  be  granted  approval  by  the  appropriate  authority  to 
take  all  her  earned  leave,  up  to  the  maximum  allowed. 

(5)  On  re-employment  after  retirement 

(a)  An  officer  who  is  re-employed  after  retirement  under  CSRs 
270,  275  or  277  may  take  all  or  part  of  his  leave  accumulated 
prior  to  re-employment.  Any  untaken  leave  will  normally  be 
deferred  to  be  taken  on  finally  leaving  the  service. 

(b)  Only  after  he  has  exhausted  all  his  leave  entitlements  under  the 
re-employment  would  a  re-employed  officer  in  (a)  above  be 
permitted  to  take  the  leave  accrued  prior  to  retirement.  The 
leave  approving  authorities  should  ensure  that  when  deferred 
leave  is  approved  to  be  taken,  the  Director  of  Accounting 
Services  is  informed  of  the  salary  and  pension/gratuity  which 
the  deferred  leave  should  attract. 


Amendment  No.  26/2002 


CHAPTER  VIII  -  LEAVE 


Earned  leave  of  officers  who  die  in  service 


June  2004  (The  provisions  of  CSR  1107  do  not  apply  to  officers  who  are  appointed  on  new 
terms.) 


1107  (1)  (a)  For  an  officer  serving  either  on  terms  which  attract  retirement 

benefits  under  the  pensions  legislation  or  on  agreement  terms 
who  dies  in  service,  an  ex-gratia  payment  in  respect  of  the 
officer’s  earned  leave,  i.e.  a  sum  equivalent  to  the  salary 
payable  at  the  time  of  the  officer’s  death,  subject  to  (b)  and  (c), 
will  be  paid  to  his/her  spouse  nominated  under  Civil  Service 
Bureau  Circulars  No.  18/94  and  5/95,  or  in  the  absence  of  a 
nominated  spouse,  the  legal  personal  representative. 

(b)  The  ex-gratia  payment  will  be  paid  provided  that  there  are  no 
particular  reasons  for  withholding  such  a  concession  (e.g.  the 
officer  may  be  under  notice  of  termination). 


(c)  For  an  officer  re-employed  after  retirement  whose  deferred 
leave  (i.e.  leave  accrued  prior  to  retirement  and  deferred  to  be 
taken  on  finally  leaving  the  service)  attracts  frozen  salary,  the 
ex-gratia  payment  in  respect  of  the  deferred  leave  will  be 
equivalent  to  the  frozen  salary  payable  had  he  not  died  in 
service. 


(2)  In  the  case  of  an  officer  who  would  in  the  normal  circumstances  be 
eligible  for  a  gratuity  in  respect  of  his  service  and  who  dies  in 
service,  his  estate  may  also  be  paid,  ex-gratia,  a  sum  equivalent  to 
the  gratuity  payable  in  respect  of  the  officer’s  earned  leave  except 
that  in  the  case  of  an  officer  who  is  re-employed  after  retirement  on 
or  after  1  July  1987,  the  ex-gratia  payment  will  be  made  in  respect  of 
the  leave  earned  during  the  officer’s  re-employment  only,  but  not  in 
respect  of  the  deferred  leave  (i.e.  leave  accrued  by  the  officer  prior  to 
his  retirement  and  deferred  to  be  taken  when  he  finally  leaves  the 
service). 

(3)  The  period  of  earned  leave,  for  which  an  ex-gratia  payment 
corresponding  to  the  salary  for  that  period  has  been  made,  will  count 
as  service  in  computing  death  gratuity  if  the  latter  is  payable. 
Contributions  and  pensions  payable  under  the  Widows  and  Orphans 
Pension  Ordinance,  Cap.  94,  and  the  Surviving  Spouses  ’  and 
Children’s  Pensions  Ordinance,  Cap.  79  are  not  affected  by  the  ex- 
gratia  salary  payment.  Such  payment  will  not  attract  salaries  tax  or 
estate  duty  in  Hong  Kong. 


Amendment  No.  31(a)/2004 


CHAPTER  VIII  -  LEAVE 


June  2004 


June  2004 

June  2004 

May  2014 


1107  (4)  Departments  should  as  soon  as  possible  after  an  officer's  death  check 

(Cont’d)  and,  if  necessary,  rectify  his  leave  record,  and  submit  to  the  Director 
of  Accounting  Services  a  claim  on  form  GF  388  (Revised)  for  the 
amount  due  to  the  estate  of  the  deceased  officer  or  the  spouse 
nominated  under  CSB  Circulars  No.  18/94  or  5/95.  The  claim  should 
be  approved  by  Head  of  Department  or  by  an  officer  who  is 
authorised  to  sign  Notification  of  Retirement/Resignation  under  CSR 
395(3).  Approved  payment  will  be  arranged  by  the  Director  of 
Accounting  Services  in  the  usual  way. 


(The  provisions  of  CSR  1108  only  apply  to  officers  who  are  appointed  on  new 
terms.) 

1108  If  an  officer  appointed  on  new  terms  dies  in  service,  his  accrued  leave  will 
be  encashed  in  accordance  with  CSR  1 166  as  if  he  has  left  the  service.  For 
this  purpose,  the  'end  date  of  appointment'  will  be  the  day  the  officer  dies 
in  service. 


Unpaid  leave 

(See  also  CSR  1103) 

1109  (1)  Subject  to  the  exigencies  of  the  service,  vacation  leave  without  pay 

(which  should  not  normally  be  granted  before  all  leave  balances, 
except  balance  which  is  less  than  a  full  day,  are  exhausted)  may  be 
granted  to  an  officer  on  adequate  personal  grounds.  The  authorities 
for  the  grant  of  unpaid  vacation  leave  are  as  follows  - 


Category  of  officers  Authority 


(i)  Permanent  Secretaries 
and  Administrative 
Officers  holding  posts 
at  D8  or  equivalent 
rank 

(ii)  Heads  of  Department 
(other  than  (i)  above) 


Secretary  for  the  Civil  Service, 
subject  to  prior  endorsement  of 
relevant  Directors  of  Bureau  (or 
supervising  officers  if  there  is 
no  relevant  Director  of  Bureau) 

Secretary  for  the  Civil  Service, 
subject  to  prior  endorsement  of 
relevant  Permanent  Secretaries 
(or  supervising  officers  if  there 
is  no  relevant  Permanent 
Secretary) 


Amendment  No.  18(a)  /2014 


CHAPTER  VIII  -  LEAVE 


1109 

(Cont’d) 


Category  of  officers 

(1)  (iii)  other  Directorate  officers 

-  where  unpaid  leave 
exceeds  60  days 


where  unpaid  leave  is 
60  days  or  less 

(iv)  other  non-Directorate 
officers 

officers  in  the 
Administrative  Grade 

Officers  in  all  other 
grades 


Authority 


Secretary  for  the  Civil  Service, 
subject  to  prior  endorsement  of 
relevant  Heads  of  Department/ 
Heads  of  Grade 

Heads  of  Department/ 

Heads  of  Grade 


Secretary  for  the  Civil  Service 

Heads  of  Department/ 

Heads  of  Grade 


Amendment  No.  18(b)/2014 


CHAPTER  VIII  -  LEAVE 


Feb  2015 


May  2001 


May  2001 


1109  (2)  Unpaid  vacation  leave  is  calculated  on  a  calendar  day  basis  and 

(Cont’d)  cannot  be  taken  in  half-day  units.  Sundays,  gazetted  general 

holidays  and  a  Saturday  on  which  an  officer  is  not  due  to  attend  for 
duty  occurring  at  the  end  of  any  period  of  unpaid  leave  (except 
unpaid  sick  leave,  unpaid  maternity  leave  or  unpaid  paternity  leave) 
are  treated  as  an  extension  of  leave  without  pay,  and  the  officer  will 
be  paid  with  effect  from  the  date  of  resumption  of  duty.  Where  such 
days  occur  at  the  end  of  half-pay  or  unpaid  sick  leave,  unpaid 
maternity  leave  or  unpaid  paternity  leave,  the  officer  will  receive  full 
pay  with  effect  from  the  day  he  could  have  resumed  duty  had  there 
been  no  holiday  or  Saturday-off,  i.e.  the  day  immediately  following 
the  expiration  of  maternity,  sick  or  paternity  leave.  Where  the  period 
of  continuous  absence  on  leave  exceeds  12  days,  reference  should  be 
made  to  CSR  1154(5),  1164(3)  or  1174(3)  as  appropriate  regarding 
the  Saturday  that  follows. 


(3)  Heads  of  Department  should  inform  the  Director  of  Accounting 
Services  immediately  when  unpaid  or  half-pay  leave  has  been 
granted. 

(4)  Except  as  provided  in  CSRs  127(11),  1103(3)  and  1103(5),  periods 
of  leave  without  pay  do  not  count  for  any  purpose. 


Duty  outside  Hong  Kong  while  on  end-of-tour  leave 

1110  For  officers  on  overseas  terms,  aggregate  periods  of  not  less  than  21  days' 
duty  outside  Hong  Kong  during  any  one  period  of  end-of-tour  vacation 
leave  or  overseas  addition  will  be  regarded  as  leave-earning  and  should  be 
added  to  resident  service  in  Hong  Kong  for  the  purpose  of  calculating  an 
officer's  next  end-of-tour  leave  entitlement.  Such  periods  will  not  count 
towards  accumulating  a  passage  nor  will  they  affect  the  length  of  tour. 
This  regulation  is  also  applicable  to  officers  on  overseas  flexible  vacation 
leave  agreement  terms. 


Absence  not  counting  as  leave 

1111  (1)  Absence  authorised  in  connection  with  the  following  will  not  count 

as  leave  - 

(a)  duties  with  an  Auxiliary  Force  under  CSRs  563(a),  563(b)  and 
564; 


Amendment  No.  4(d)/2015 


CHAPTER  VIII  -  LEAVE 


1 1 1 1  (1)  (b)  compulsory  isolation  in  a  quarantine  centre; 

(Cont’d) 

(c)  attendance  at  in-service  recruitment  examinations  (including 
interviews).  Such  absence  should  however  be  authorized  only 
where  the  work  of  the  department  will  not  be  unduly  disrupted; 

(d)  jury  service; 

(e)  participation  in  certain  sporting  and  cultural  events  and 
international  conferences  of  professional  interest,  subject  to  the 
provisions  in  paragraph  (2)  below; 

(f)  participation  in  labour  education  conferences,  subject  to  the 
provisions  in  paragraph  (3)  below; 

(g)  absence  granted  on  return  from  duties  requiring  travelling  by 
intercontinental  flights,  subject  to  the  provisions  in  paragraph 
(4)  below;  and 

Jul  2010  (h)  subject  to  the  exigencies  of  the  service,  attendance  at 

disciplinary  hearings  during  duty  hours  as  defence 
representative  or  defence  witness  under  the  Public  Service 
(Administration)  Order,  the  disciplined  services  legislation  and 
the  Traffic  Wardens  (Discipline)  Regulations  (Cap.  374J).  Such 
absence  should  normally  be  authorised  where  the  work  of  the 
department  will  not  be  unduly  disrupted.  Disciplined  services 
legislation  refers  to  the  Customs  and  Excise  Service  Ordinance 
(Cap.  342),  the  Fire  Services  Ordinance  (Cap.  95),  the 
Government  Flying  Service  Ordinance  (Cap.  322),  the 
Immigration  Service  Ordinance  (Cap.  331),  the  Police  Force 
Ordinance  (Cap.  232)  and  the  Prisons  Ordinance  (Cap.  234), 
and  where  appropriate,  includes  also  the  regulations/orders 
made  under  such  Ordinances. 

May  2001  (2)  Under  (l)(e)  above,  a  Head  of  Department/Head  of  Grade  may,  at  his 

discretion,  authorise  absence  up  to  a  maximum  of  14  days  in  any 

period  of  12  months  in  accordance  with  the  following  rules  - 


Amendment  No.  21  (a)/2010 


CHAPTER  VIII  -  LEAVE 


1111  (2)  (a)  when  an  officer  is  selected  as  a  member  or  an  official  (e.g. 

(Cont’d)  manager  or  coach)  of  a  team  representing  Hong  Kong  in  a 

national  or  international  sporting  event,  or  to  participate  for 
training  purposes  beforehand,  provided  that  the  selection  is 
made  or  confirmed  by  an  officially  recognised  organisation 
which  is  sponsoring  the  team  (e.g.  the  Amateur  Sports 
Federation  and  Olympic  Committee  of  Hong  Kong,  China).  In 
this  context  a  team  means  a  competing  team  and  does  not  cover 
those  who  assist  in  organising/running  the  event.  The  absence 
may  also  be  authorised,  on  the  advice  of  the  Secretary  for  Home 
Affairs,  for  attending  annual  general  assemblies  and 
conferences,  including  seminars  and  committee  meetings  of  the 
Olympic  Committee  of  the  People’s  Republic  of  China,  the 
State  Sport  General  Administration  of  China,  the  International 
Sports  Federations,  or  the  International  Olympic  Committee; 

(b)  when  an  officer  is  selected  by  a  Head  of  Department  for  a  team 
representing  his  department,  or  in  the  case  of  an  officer  selected 
by  the  Permanent  Secretary  for  Education  or  the  Vocational 
Training  Council  for  a  team  representing  a  school,  in  a  sporting 
event  taking  place  outside  Hong  Kong  and/or  for  training 
purposes  beforehand  but  excluding  the  attendance  at  seminars, 
committee  meetings,  social  visits  etc.  In  the  case  of  an  officer 
selected  to  represent  his  department  in  a  sporting  event  taking 
place  outside  Hong  Kong,  the  authorising  officer  should 
exercise  his  discretion  to  grant  authorised  absence  only  where 
there  would  be  perceived  benefit  to  Hong  Kong  and/or  the 
department  arising  out  of  the  departmental  team's  participation 
in  the  event.  In  this  respect,  as  a  general  rule,  the  event  should 
be  attended  by  teams  representing  public  organisations  of  other 
territories  which  have  official  connections  with  the  department; 


(c)  when  an  officer  is  selected  as  a  member  or  an  official  (e.g. 
manager)  of  a  team  representing  Hong  Kong  in  a  national  or 
international  cultural  event.  The  advice  of  the  Secretary  for 
Home  Affairs  should  be  sought,  if  necessary;  and 


(d)  when  an  officer  is  invited  or  selected  to  officially  represent  the 
Hong  Kong  Branch  of  a  professional  body  of  which  he  is  a 
member  at  an  international  conference,  provided  that  the  Head 
of  Department/Head  of  Grade  is  satisfied  as  to  the  standing  of 
the  conference  concerned.  An  officer  authorised  absence  under 
this  regulation  would  be  required  to  circulate  to  colleagues,  on 
his  return  to  duty,  material  of  a  professional  interest  which  has 
been  acquired  at  the  conference. 


When  applying  for  authorised  absence,  an  officer  should  submit  the 
programme  of  events  to  enable  the  authorising  officer  to  determine 
the  exact  number  of  days  to  be  granted.  In  this  connection,  authorised 
absence  may  be  granted  in  half-day  units. 


Amendment  No.  21  (b)/2010 


CHAPTER  VIII  -  LEAVE 


May  2001  1111  (3)  Under  1(f)  above,  when  an  officer  who  is  an  office-bearer  or 

(Cont’d)  nominated  representative  of  a  staff  association  is  invited  or  selected 
to  represent  a  staff  association  to  attend  labour  education  courses, 
seminars  or  conferences  organised  by  the  association  or  by  another 
accredited  labour  organisation,  provided  that  the  Head  of  Department 
has  no  objection  to  releasing  him,  he  may  be  authorised  by  the 
Secretary  for  the  Civil  Service  absence  of  up  to  5  days  in  any  period 
of  12  months  for  a  local  event;  or  if  the  event  takes  place  outside 
Hong  Kong,  he  may  be  authorised  absence  for  the  entire  period  of  the 
course,  seminar  or  conference.  Applications  for  absence  with  details 
of  the  course,  seminar  or  conference  should  be  submitted  through  the 
Head  of  Department  to  the  Secretary  for  the  Civil  Service  for 
consideration. 

(4)  Under  (l)(g)  above,  Heads  of  Department  may  authorise  officers 
travelling  on  duty  by  intercontinental  flights  one  day's  absence 
immediately  on  return  to  Hong  Kong  from  duty,  provided  that  they 
return  to  Hong  Kong  immediately  after  their  duty  and  no  upgrading 
of  duty  passage  is  provided  under  CSR  1365.  Officers  who  are  on 
duty  during  their  leave  spent  outside  Hong  Kong  may  not  be  granted 
such  authorised  absence. 


(5)  In  connection  with  paragraphs  (2)  and  (3)  above  - 

(a)  it  is  emphasized  that  an  officer’s  participation  in  the  event  for 
which  he  has  been  authorised  absence  will  not  be  regarded  as 
incidental  to  his  employment  for  the  purposes  of  the  Hong  Kong 
pensions  legislation,  the  Employees’  Compensation  Ordinance, 
Cap.  282  or  any  other  Ordinance.  The  Government  accepts  no 
responsibility  or  liability  for  injury  or  any  other  matter  which 
arises  as  a  direct  result  of  such  participation; 

(b)  there  may  be  instance  where  an  officer’s  participation  in  such  an 
event  may  be  regarded  as  forming  part  of  the  officer’s  normal 
duties  (e.g.  a  sports  master  required  to  accompany  a  school  team 
in  places  outside  Hong  Kong).  Provided  such  an  officer  is 
directed  by  his  Head  of  Department  to  take  part  in  the  event  as 
part  of  his  official  duties,  such  participation  will  be  regarded  as 
incidental  to  the  officer’s  employment  for  the  purposes  of  the 
Ordinance  referred  to  in  (a).  The  need  for  authorised  absence  in 
such  cases  does  not  arise; 

Aug  2007  (c)  paragraphs  (2)  and  (3)  apply  to  all  monthly-paid  officers, 

including  teaching  staff  of  the  Education  Bureau  and  the 
Vocational  Training  Council  wishing  to  participate  in  such 
events  during  term  time.  Teaching  staff  of  the  above 
Bureau/Council  participating  in  such  events  during  a  school 
holiday  will  be  regarded  as  “on  leave  of  absence”; 


Amendment  No.  21  (c)/2010 


CHAPTER  VIII  -  LEAVE 


Nov  2002 


(d)  Heads  of  Department  should  ensure  that  the  officer  has  either 
general  or  special  permission  to  accept  free  or  subsidised 
passages  and  accommodation,  if  any,  involved  in  the  events 
before  he  is  authorised  absence  under  paragraphs  (2)  and  (3); 
and 

(e)  the  authorised  absence  may  include,  in  the  case  of  events  held 
outside  Hong  Kong,  a  reasonable  amount  of  travelling  time 
which  is  subject  to  a  maximum  of  half  a  day  per  journey  for 
travel  within  the  region  and  one  day  per  journey  for  travel 
outside  the  region.  This  is  authorised  on  application  only  and  an 
officer  should  provide  details  of  the  period  of  travelling  time 
requested. 

(6)  Applications  for  authorised  absence  from  Heads  of  Department 
should  be  submitted  to  the  relevant  Permanent  Secretaries  for 
approval.  For  cases  involving  Permanent  Secretaries  themselves  or 
Heads  of  Department  without  a  policy  bureau,  approval  should  be 
sought  from  the  Secretary  for  the  Civil  Service,  with  prior 
endorsement  of  relevant  Directors  of  Bureau  (or  supervising  officers 
if  there  is  no  relevant  Director  of  Bureau). 


1111  (5) 

(Cont’d) 


1112-  1149 


Amendment  No.  21  (d)/2010 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


LEAVE  ARRANGEMENTS  FOR  OFFICERS  ON  LOCAL  TERMS  ON  D3 
AND  BELOW  OR  EQUIVALENT 
(CSRs  1150  - 1159) 


General 

1150  Officers  on  local  terms  on  D3  and  below  or  equivalent  are  eligible  for 
vacation  leave  (VL)  in  accordance  with  CSRs  1151-1156,  except  teaching 
staff  (CSR  1100(5))  and  agreement  officers  appointed  before  15  June  1988 
who  have  not  yet  transferred  to  flexible  vacation  leave  terms  and  whose 
leave  arrangements  are  governed  by  their  prevailing  memoranda  on 
conditions  of  service  (CSR  1158).  For  the  purposes  of  CSRs  1151  -  1169, 
"officer",  unless  otherwise  specified,  means  an  officer  on  local  terms  (see 
CSR  100(12))  on  D3  and  below  or  equivalent. 


Vacation  leave  earning  rates  and  accumulation  limits 


1151  (1)  VL  is  earned  per  day  of  resident  service.  The  formula  for  calculating 

VL  earned  in  a  period  is  as  follows  - 

No.  of  days  of  Number  of  days  of  VL 

resident  service  x  per  year  of  resident  service 

in  the  period  365 


Note  - 

(i)  See  CSR  1103(1)  for  leave  counting  as  resident  service  and 
CSR  1103(5)  for  leave  counting  as  qualifying  service  for  higher 
leave  earning  rates. 

(ii)  An  officer  on  final  leave  will  normally  earn  VL  up  to  and 
including  the  day  immediately  prior  to  the  commencement  date 
(which  can  be  a  Saturday-off  /  Sunday  /  gazetted  general 
holiday  as  situation  warrants)  of  the  fined  VL. 


Amendment  No.  17(1 5)/2001 


CHAPTER  VIII  -  LEAVE 


1151  (2)  The  VL  earning  rates  and  accumulation  limits  for  different 

(Cont'd)  categories  of  officers  are  (also  see  sub-paragraphs  (3)  to  (8)  below)  - 


Category  of  officers 

Number  of  days 
of  VL 
per  year  of 
resident  service 

VL 

accumulation 

limit 

(days) 

On  MPS  14  or  above  or 
equivalent  with  10  years’ 
service  or  more 

(i)  100%  pensionable 

40.5 

180 

(ii)  90%  pensionable 

49.5 

180 

(iii)  temporary  terms 
eligible  for  100% 
pension  or  other 
retirement  benefits 

40.5 

180 

(iv)  temporary  terms 
eligible  for  90% 
pension  or  other 
retirement  benefits 

49.5 

180 

(v)  agreement  terms/ 
re-employed  on 
agreement  terms 
after  retirement 

40.5 

180 

On  MPS  14  or  above  or 
equivalent  with  less  than 
10  years’  service 

(i)  100%  pensionable 

31.0 

120 

(ii)  temporary  terms 
eligible  for  100% 
pension  or  other 
retirement  benefits 

12.5 

45 

(iii)  agreement  terms 

31.0 

120 

Amendment  No.  17(16)/2001 


CHAPTER  VIII 


LEAVE 


Category  of  officers 


Number  of  days 
of  VL 
per  year  of 
resident  service 


VL 

accumulation 

limit 

(days) 


1151  (2)  (c)  Below  MPS  14  or 

(Cont'd)  equivalent  with  10  years’ 

service  or  more  (except 
Model  Scale  1  staff) 


July  2008 


(i)  100%  pensionable 

31.0 

120 

(ii)  90%  pensionable 

37.0 

120 

(iii)  temporary  terms 
eligible  for  100% 
pension  or  other 
retirement  benefits 

31.0 

120 

(iv)  temporary  terms 
eligible  for  90% 
pension  or  other 
retirement  benefits 

37.0 

120 

(v)  agreement  terms/ 
re-employed  on 
agreement  terms 
after  retirement 

31.0 

120 

Below  MPS  14  or 
equivalent  with  less  than 

10  years’  service  (except 
Model  Scale  1  staff) 

(i)  100%  pensionable 

22.0 

60 

(ii)  temporary  terms 
eligible  for  100% 
pension  or  other 
retirement  benefits 

12.5 

45 

(iii)  agreement  terms 

22.0 

60 

Category  A  officers  on 
Model  Scale  1 

(i)  with  10  years’ 
service  or  more 

22.0 

100 

(ii)  with  less  than  10 
years’  service 

14.0 

50 

Amendment  No.  15(a)/2008 


CHAPTER  VIII 


LEAVE 


July  2008 


May  2001 


May  2001 


1151  (2) 

(Cont’d) 


Category  of  officers 

Number  of  days 
of  VL 
per  year  of 
resident  service 

VL 

accumulation 

limit 

(days) 

(f) 

Category  B  officers  on 
Model  Scale  1 

(i)  with  10  years’ 
service  or  more 

22.0 

90 

(ii)  with  less  than  10 
years’  service 

14.0 

45 

Note  : 

(i) 

The  leave  earning  rates 

in  (a)(ii),  (a)(iv). 

(c)(ii)  and  (c)(iv) 

above  apply  to  officers  who  exercised  their  right  of  option, 
associated  with  90%  pensionability,  under  Establishment 
Circular  No.  2/67  dated  5  January  1967  (see  Annex  8.1  to  Civil 
Service  Regulations). 


(ii)  For  officers  re-employed  after  retirement  under  CSRs  270,  275 
or  277,  VL  earned  during  the  re-employment  period  will  be  kept 
in  a  separate  account  subject  to  the  appropriate  accumulation 
limit. 


(3)  Officers  who  were  in  the  service  before  1  July  1972,  and  who 
enjoyed  more  advantageous  leave  rates  under  orders  previously  in 
force,  may  retain  those  rates. 

(4)  (Deleted) 

(5)  A  married  woman  officer  who  retires  on  marriage  and  is  re-appointed 
on  month-to-month  terms  under  CSR  144  may  earn  VL  at  the  rate 
under  sub-paragraphs  (2)(a)(iii),  (iv),  (c)(iii)  or  (iv)  above,  as 
appropriate,  with  effect  from  the  date  that  she  completes  a  total  of  10 
years’  service.  The  officer  appointed  to  a  post  on  month-to-month 
terms  following  an  open  recruitment  exercise  (see  CSR  106(c))  will 
earn  VL  under  sub-paragraphs  (2)(a)(iii)  or  (c)(iii)  above  on 
completion  of  10  years’  service  on  such  terms. 

(6)  An  officer  will  not  earn  further  VL  once  his  VL  balance  reaches  the 
leave  accumulation  limit  specified  in  (2)  above  and  so  long  as  it 
remains  at  the  limit.  (See  CSR  1157  for  “sinking  balance” 
arrangements.) 


Amendment  No.  15(b)/2008 


CHAPTER  VIII 


LEAVE 


July  2008 

May  2001 

June  2006 


June  2006 


1151  (7)  Following  the  transfer  of  grades  in  the  Senior  Artisan  and  Artisan 

(Cont'd)  segments  from  the  Model  Scale  1  to  the  Master  Pay  Scale,  staff  in 

these  grades  will  enjoy  the  full  leave  rates  in  sub-paragraphs  (2)(c) 
and  (d)  above  from  1  January  1993  onwards.  Their  leave  rates  for 
the  interim  period  from  1  January  1991  to  31  December  1992  are 
given  in  CSB  Circular  Memorandum  No.  7/91  dated  21.1.91. 

(8)  Staff  in  the  Workman  I  and  Workman  II  segments  with  less  than  ten 
years  service  may  exceed  the  leave  accumulation  limit  in 
sub-paragraph  (2)(f)(ii)  by  1.5  days  for  the  period  from  1  January  to 
31  December  1991,  thereafter  the  45  days  leave  accumulation  limit 
will  apply. 


1152 


Rules  for  taking  vacation  leave 

1153  (1)  The  granting  of  VL  is  subject  to  the  exigencies  of  the  service  (see 

also  CSR  1101). 

(2)  An  officer  on  agreement  terms  may  take  his  earned  leave  within  the 
agreement  and  carry  forward  any  VL  balance  to  the  next  agreement 
with  the  same  terms  of  appointment.  An  officer  on  his  final 
agreement  may  take  any  untaken  VL  immediately  after  completion  of 
the  agreement. 

(3)  An  officer  who  leaves  the  service  on  retirement  or  on  satisfactory 
completion  of  his  employment  will  be  allowed  to  take  his  untaken 
VL. 


Vacation  leave  calculation 

1154  (1)  Except  as  provided  in  (2)  below,  calculation  of  VL  taken  is  subject  to 

the  “12-day  rule”,  as  follows  - 

(a)  when  VL  taken  (which  may  be  intervened  by  other  types  of 
leave  or  authorised  absence)  is  12  days  or  less,  it  may  be  taken 
in  half-day  units  (which  is  the  smallest  unit  of  VL  that  may  be 
taken  at  any  one  time)  and  will  be  calculated  on  a  working  day 
basis,  i.e.  any  intervening  Sundays,  gazetted  general  holidays 
and  off-duty  Saturday  mornings/aftemoons  are  normally  not 
counted  as  leave;  and 


Amendment  No.  15(c)/2008 


CHAPTER  VIII  -  LEAVE 


June  2006 


June  2006 


May  2001 


June  2006 


June  2006 


1154  (1)  (b)  when  VL  taken  (which  may  be  intervened  by  other  types  of 

(Corn'd)  leave  or  authorised  absence)  is  more  than  12  days,  it  may  not 

be  taken  in  half-day  units  and  will  be  calculated  on  a  calendar 
day  basis,  i.e.  any  intervening  Sundays,  gazetted  general 
holidays  and  off-duty  Saturday  morning  s/aftemoons  are 
normally  counted  as  leave. 

Note : 


Sundays,  gazetted  general  holidays  and  off-duty  Saturday 
mornings/afternoons  are  “intervening”  when  they  fall  between 
two  days  of  leave  ( which  may  be  of  one  or  more  types  or  which 
may  include  authorised  absence).  They  are  not  “interx’ening” 
when  they  fall  between  a  day  of  leave  and  a  day  of  duty. 

Details  and  examples  of  how  the  12-day  rule  should  be  applied  are  at 
Annex  8.2  to  Civil  Service  Regulations. 

(2)  Final  leave  refers  to  the  period  of  absence  covered  by  any  leave 
granted  to  the  officer  after  he  ceases  active  duty  and  prior  to  his 
leaving  the  service.  An  officer's  final  leave  before  leaving  the  service 
will  be  counted  on  calendar  day  basis  with  every  day  counting  as 
leave.  The  "12-day  rule"  in  (1)  above  is  not  applicable.  No  VL  in 
half-day  units  will  be  granted  for  final  leave. 

(3)  Except  for  final  leave,  for  officers  on  5!/2-day  week  or  on  the  alternate 
Saturday-off  system  (CSR  540(d)),  VL  taken  on  a  Saturday  morning 
will  be  counted  as  half-day’s  leave  when  the  leave  granted  is  12  days 
or  less. 


(4)  A  Sunday  or  general  holiday (s)  occurring  before  the  date  of 
resumption  of  duty  after  a  period  of  paid  VL  is  not  counted  as  leave. 

(5)  Lor  a  period  of  continuous  absence  where,  excluding  any  days 
covered  by  authorised  absence  (CSR  1111),  more  than  12  days  leave 
(of  one  or  more  types)  is  involved,  an  officer  will  cease  to  be  eligible 
for  a  “day-off’  on  any  intervening  Saturday  as  well  as  on  the 
Saturday  at  the  end  of  the  period  of  absence  for  officers  on  alternate 
Saturday-off  system  or  5 -day  week.  If  VL  during  the  period  exceeds 
12  days,  one  day’s  VL  should  be  deducted  for  the  Saturday(s)  in 
question  (see  (1)  above). 


Amendment  No.  15(b)/2006 


CHAPTER  VIII  -  LEAVE 


May  2001  1155  The  VL  balance  of  an  officer  should  be  calculated  and  recorded  before  and 

after  each  occasion  when  the  officer  takes  VL.  It  should  be  kept  down  to 
two  decimal  places.  When  an  officer  leaves  the  service,  his  leave  balance 
should  be  rounded  off  to  a  whole  day.  Details  and  examples  of  how  an 
officer's  VL  balance  should  be  calculated  are  at  Annex  8.3. 


Advance  of  vacation  leave 

May  2014  1 156  (1)  The  approving  authorities  in  CSR  1 102(1)  may  advance  up  to  12  days 

VL  to  an  officer  who  has  insufficient  earned  leave  to  cover  the  period 
of  absence  requested.  Officers  must  exhaust  their  earned  leave  before 
they  take  the  advanced  leave.  If  the  officer  is  on  agreement  terms,  the 
advance  should,  in  addition,  not  exceed  the  amount  of  leave  that  the 
officer  would  earn  during  the  remainder  of  the  current  agreement. 

May  2001  (2)  Any  VL  taken  in  advance  will  be  debited  against  the  officer’s  future 

leave  earnings.  If  the  officer  has  insufficient  leave  to  cover  the  leave 
advanced  when  he  leaves  the  service,  the  deficit  will  be  treated  as 
unpaid  VL  and  the  Director  of  Accounting  Services  will  collect  an 
appropriate  refund  of  salary  and  allowances  from  the  officer. 

Sinking  balance  arrangements 

May  2001  1157  (1)  Officers  on  probationary  or  permanent  terms  appointed  before 

1  August  1987  are  permitted  to  put  aside  up  to  30  days  of  their  leave 
balance  as  at  1  August  1987  into  a  "sinking  balance"  in  accordance 
with  the  provisions  in  Annex  8.4. 

May  2001  (2)  Female  officers  re-appointed  on  month-to-month  terms  after 

retirement  on  marriage  prior  to  1  August  1987  are  permitted  to  put 
aside  up  to  30  days  of  their  leave  balance  as  at  15  June  1988  into  a 
"sinking  balance"  in  accordance  with  the  provisions  in  Annex  8.4. 

(3)  Leave  in  the  "sinking  balance"  may  be  taken  at  any  time  by  the 
officer  in  the  usual  manner,  but  no  replenishment  of  the  leave  taken 
from  the  "sinking  balance"  will  be  permitted.  The  Head  of 
Department  concerned  should  inform  the  Director  of  Accounting 
Services  if  the  leave  taken  involves  adjustments  to  salaries, 
allowances  or  retirement  benefits. 


Amendment  No.  19/2014 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


Officers  on  agreement/re-employment  terms  appointed  before  15  June  1988 

1158  (1)  Officers  appointed  before  15  June  1988  on  vacation  leave  or  annual 

leave  agreement/re-employment  terms  may  serve  through  their 
prevailing  agreement/re-employment  in  accordance  with  the  terms  of 
their  appointment,  or  they  may  apply  to  transfer  to  flexible  vacation 
leave  arrangements  from  a  current  date  in  accordance  with  the 
provisions  in  Annex  8.5.  Flexible  vacation  leave  arrangements  will 
apply  to  agreement  officers  appointed  after  15  June  1988. 

(2)  Officers  in  (1)  who  have  not  yet  transferred  to  flexible  vacation  leave 
terms  will  follow  the  leave  arrangements  as  provided  in  their 
prevailing  memoranda  on  conditions  of  service.  Advancement, 
deferment  and  curtailment  of  VL  should  be  dealt  with  in  a  similar 
manner  as  under  CSRs  1224-1226  except  that  the  accumulation 
limits  in  CSR  1151  will  apply  in  the  case  of  curtailment  of  leave. 
Moreover,  casual  leave  may  be  combined  with  other  types  of  leave, 
and  the  approving  authority  for  which  is  the  same  as  in  CSR  1 102. 


Extension  of  agreement  due  to  taking  of  study  leave  or  unpaid  leave 

1159  Where  an  agreement  officer  has  taken  study  leave  and/or  unpaid  leave,  his 
agreement  is  subject  to  extension  under  CSR  1302(2).  (See  also  CSR 
1377(1).) 


Amendment  No.  17(22)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


Jan  2019 


LEAVE  ARRANGEMENTS  FOR  OFFICERS  ON  NEW  TERMS 
(CSRs  1160  -1169) 

General 

1160  For  the  purposes  of  CSRs  1 160  -  1 169,  "officer"  refers  to  an  officer  who  is 
on  new  terms  (see  CSR  100(12)). 


Vacation  leave  earning  rates  and  accumulation  limits 

1161  (1)  Vacation  leave  (VL)  is  earned  per  day  of  resident  service.  VL  earned 

during  a  period  is  calculated  as  follows  - 

No.  of  days  of  Number  of  days  of  VL 

resident  service  x  per  year  of  resident  service 

in  the  period  365 

Note  - 

See  CSR  1103(1)  for  leave  counting  as  resident  service  and  CSR 
1103(5)  for  leave  counting  as  qualifying  service  for  higher  leave 
earning  rates. 

(2)  The  VL  earning  rates  and  accumulation  limits  for  different  categories 
of  officers  are  - 


Number  of  days  VL 

of  VL  Accumulation 

per  year  of  limit 

Category  of  officers  resident  service  (days) 

(a)  On  Directorate  Pay  Scale 
or  equivalent 


(0 

with  10  years’  service 

26 

78 

or  more 

(ii) 

with  less  than  10 

22 

44 

years’  service 

Amendment  No.  25(a)/20 1 8 


CHAPTER  VIII  -  LEAVE 


Number  of  days  VL 

of  VL  Accumulation 

per  year  of  limit 

Category  of  officers  resident  service  (days) 

1161  (2)  (b)  On  MPS  14  or  above  or 

(Cont’d)  equivalent 


(i)  with  10  years’ 
service  or  more 

22 

66 

(ii)  with  less  than  10 
years’  service 

(c)  Below  MPS  14  or  on 

Model  Scale  1  or 
equivalent 

18 

36 

(i)  with  10  years’ 
service  or  more 

18 

54 

(ii)  with  less  than  10 

14 

28 

years’  service 

(3)  An  officer  will  not  earn  further  VL  once  his  VL  balance  reaches  the 
leave  accumulation  limit  specified  in  (2)  above  and  so  long  as  it 
remains  at  the  limit. 

(4)  An  officer  earns  VL  during  the  period  when  VL  is  taken. 

1162 


Rules  for  taking  vacation  leave 

May  2001  1163  (1)  Subject  to  the  exigencies  of  the  service,  an  officer  may  be  granted  his 

earned  VL  within  the  period  of  his  appointment. 

(2)  For  an  officer  who  commences  a  further  appointment  without  a  break 
in  service,  any  credit  VL  balance  will  be  carried  forward  to  the 
further  appointment. 


Amendment  No.  25(b)/20 1 8 


CHAPTER  VIII  -  LEAVE 


Dec  2009 


June  2006 


June  2006 


June  2006 


June  2006 


1163  (3)  (Deleted) 

(Cont’d) 


Counting  of  vacation  leave  taken 


1164  (1)  The  number  of  days  of  VL  taken  is  counted  on  a  working-day  basis. 

Subject  to  (3)  below,  any  intervening  Sundays,  gazetted  general 
holidays  and  off-duty  Saturday  mornings/afternoons  are  normally  not 
counted  as  leave. 


(2)  VL  may  be  taken  in  half-day  units  (which  is  the  smallest  unit  of  VL 
that  may  be  taken  at  any  one  time).  For  officers  on  5!/2-day  week  or 
on  the  alternate  Saturday-off  system  (CSR  540(d)),  VL  taken  on  a 
Saturday  morning  will  be  counted  as  half-day’s  leave. 

(3)  For  a  period  of  continuous  absence  where,  excluding  any  days 
covered  by  authorised  absence  (CSR  1111),  more  than  12  days  leave 
(of  one  or  more  types)  is  involved,  an  officer  will  cease  to  be  eligible 
for  a  “day-off’  on  any  intervening  Saturday  as  well  as  on  the 
Saturday  at  the  end  of  the  period  of  absence  for  officers  on  alternate 
Saturday-off  system  or  5-day  week. 

(4)  The  granting  and  calculation  of  unpaid  leave  is  subject  to  CSR  1 109. 


Note : 

Sundays,  gazetted  general  holidays  and  off-duty  Saturday 
mornings/afternoons  are  “intervening”  when  they  fall  between  two  days  of 
leave  (which  may  be  of  one  or  more  types  or  which  may  include  authorised 
absence).  They  are  not  “intervening”  when  they  fall  between  a  day  of 
leave  and  a  day  of  duty. 


Amendment  No.  43/2009 


CHAPTER  VIII  -  LEAVE 


Calculation  and  recording  of  VL  balance 

May  2001  1 165  The  VL  balance  of  an  officer  should  be  calculated  and  recorded  before  and 

after  each  occasion  when  the  officer  takes  VL.  It  should  be  kept  down  to 
two  decimal  places.  When  an  officer  leaves  the  service,  his  VL  balance  as 
at  the  last  day  of  appointment  should  be  rounded  off  to  a  whole  day  for  the 
purpose  of  encashment  under  CSR  1166.  Details  and  examples  showing 
how  an  officer's  VL  balance  should  be  calculated  and  recorded  are  given  in 
Annex  8.12. 

Encashment  of  leave  upon  leaving  the  service 

May  2001  1166  (1)  When  an  officer  leaves  the  service,  the  VL  accrued  up  to  and 

including  the  end  date  of  his  appointment,  if  not  forfeited,  will  be 
encashed.  For  the  purposes  of  this  regulation,  the  "end  date  of 
appointment"  refers  to  - 

(a)  for  an  officer  appointed  on  probationary/agreement  terms,  the 
last  day  of  the  specified  period  of  appointment; 

June  2004  (b)  for  an  officer  appointed  on  permanent  terms,  the  day 

immediately  before  he  reaches  the  normal  retirement  age; 

June  2004  (c)  for  an  officer  who  resigns  or  whose  appointment  is  terminated, 

the  last  day  of  the  notice  period;  or 

June  2004  (d)  for  an  officer  who  dies  in  service,  the  date  of  his  death. 

Oct  2002  (2)  The  amount  to  be  paid  for  the  untaken  VL  balance  on  leaving  the 

service  is  calculated  as  follows  - 

Monthly  salary  for  the  month  during  No.  of  days  ofVL 

which  the  appointment  ends  x  12  x  balance  as  at  the  end 

365  date  of  appointment 

June  2004  (3)  VL  balance  to  be  encashed  will  not  attract  any  fringe  benefits, 

including  gratuity  for  agreement  officers,  Government's  voluntary 
contribution  and  Special  Disciplined  Services  Contribution  for 
officers  covered  by  the  Civil  Service  Provident  Fund  Scheme. 


Amendment  No.  32/2004 


CHAPTER  VIII  -  LEAVE 


May  2014 


May  2001 


May  2001 


Advance  of  vacation  leave 

1167  (1)  The  approving  authorities  in  CSR  1102(1)  may  advance  up  to  12 

days  VL  to  an  officer  who  has  insufficient  earned  leave  to  cover  the 
period  of  absence  requested.  Officers  must  exhaust  their  earned 
leave  before  they  take  the  advanced  leave.  If  the  officer  is  on 
agreement  terms,  the  advance  should,  in  addition,  not  exceed  the 
amount  of  leave  that  the  officer  would  earn  during  the  remainder  of 
the  current  agreement. 

(2)  Any  VL  taken  in  advance  will  be  debited  against  the  officer’s  future 
leave  earnings.  If  the  officer  has  insufficient  leave  to  cover  the  leave 
advanced  when  he  leaves  the  service,  the  deficit  will  be  treated  as 
unpaid  VL  and  the  Director  of  Accounting  Services  will  collect  an 
appropriate  refund  of  salary  and  allowances  from  the  officer. 


Extension  of  appointment  due  to  taking  of  study  leave  or  unpaid  leave 

1168  Where  an  officer  on  agreement  terms  has  taken  study  leave  and/or  unpaid 
VL,  his  agreement  is  subject  to  extension  under  CSR  1302(2)  or  1303  as 
applicable.  (See  also  CSR  1318(4)(b).) 


1169 


Amendment  No.  20/2014 


CHAPTER  VIII  -  LEAVE 


LEAVE  ARRANGEMENTS  FOR  OFFICERS  ON  COMMON  TERMS 
(CSRs  1170  - 1179) 


General 

May  2001  1170  For  the  purposes  of  CSRs  1171  -  1179,  "officer"  refers  to  an  officer  on 

common  terms  (see  CSR  100(12)). 


Vacation  leave  earning  rates  and  accumulation  limits 

May  2001  1171  (1)  Vacation  leave  (VL)  is  earned  per  day  of  resident  service.  VL  earned 

during  a  period  is  calculated  as  follows  - 

No.  of  days  of  Number  of  days  of  VL 

resident  service  x  per  year  of  resident  service 

in  the  period  365 


Note  - 

(i)  See  CSR  1103(1)  for  leave  counting  as  resident  serx’ice  and  CSR 
1103(5)  for  leave  counting  as  qualifying  service  for  higher 
leave  earning  rates. 

(ii)  An  officer  on  fined  leave  will  normally  earn  VL  up  to  and 
including  the  day  immediately  prior  to  the  commencement  date 
(which  can  be  a  Saturday-off  /  Sunday  /  gazetted  geneml 
holiday  as  situation  warrants)  of  the  fined  VL. 


Amendment  No.  17(28)/2001 


CHAPTER  VIII  -  LEAVE 


Jan  2019  1171  (2)  The  VL  earning  rates  and  accumulation  limits  for  different  categories 

(Cont’d)  of  officers  are  - 

Number  of  days 
of  VL 
per  year  of 

Category  of  officers  resident  service 

(a)  On  MPS  14  or  above  or 
equivalent 


(0 

with  10  years’ 
service  or  more 

34 

102 

(ii) 

with  less  than  10 

27 

54 

years’  service 

(b)  Below  MPS  14  or 

equivalent  (except  Model 

Scale  1  staff) 

(i)  with  10  years’  27  81 

service  or  more 

(ii)  with  less  than  10  21  42 

years’  service 

(c)  On  Model  Scale  1 

(i)  with  10  years’  21  63 

service  or  more 

(ii)  with  less  than  10  14  28 

years’  service 

(3)  An  officer  will  not  earn  further  VL  once  his  VL  balance  reaches  the 
leave  accumulation  limit  specified  in  (2)  above  and  so  long  as  it 
remains  at  the  limit. 

(4)  An  officer  earns  VL  during  the  period  when  VL  is  taken,  except 
when  he  takes  final  leave  on  leaving  the  service. 


VL 

Accumulation 

limit 

(days) 


Amendment  No.  25(c)/2018 


CHAPTER  VIII  -  LEAVE 


1172 


Rules  for  taking  vacation  leave 

May  2001  1 173  (1)  The  granting  of  VL  is  subject  to  the  exigencies  of  the  service. 

(2)  An  officer  on  agreement  terms  may  take  his  earned  leave  within  the 
agreement.  For  an  officer  who  commences  a  further  appointment 
without  a  break  in  service,  any  credit  VL  balance  will  be  carried 
forward  to  the  further  appointment.  An  officer  on  his  final  agreement 
may  take  any  untaken  VL  immediately  after  completion  of  the 
agreement. 

(3)  An  officer  who  leaves  the  service  on  retirement  or  on  satisfactory 
completion  of  his  employment  will  be  allowed  to  take  his  untaken 
VL. 


Counting  of  vacation  leave  taken 

June  2006  1174  (1)  Except  for  the  final  leave  (see  (4)  below),  the  number  of  days  of  VL 

taken  is  counted  on  a  working-day  basis.  Subject  to  (3)  and  (4) 
below,  any  intervening  Sundays,  gazetted  general  holidays  and  off- 
duty  Saturday  mornings/afternoons  are  normally  not  counted  as 
leave. 

June  2006  (2)  Except  for  the  final  leave  (see  (4)  below),  VL  may  be  taken  in  half¬ 

day  units  (which  is  the  smallest  unit  of  VL  that  may  be  taken  at  any 
one  time).  For  officers  on  5 IT- day  week  or  on  the  alternate  Saturday- 
off  system  (CSR  540(d)),  VL  taken  on  a  Saturday  morning  will  be 
counted  as  half-day’s  leave. 

June  2006  (3)  For  a  period  of  continuous  absence  where,  excluding  any  days 

covered  by  authorised  absence  (CSR  1111),  more  than  12  days  leave 
(of  one  or  more  types)  is  involved,  an  officer  will  cease  to  be  eligible 
for  a  “day-off’  on  any  intervening  Saturday  as  well  as  on  the 
Saturday  at  the  end  of  the  period  of  absence  for  officers  on  the 
alternate  Saturday-off  system  or  5-day  week.  This  rule  is  not 
applicable  to  final  leave  (see  (4)  below). 


Amendment  No.  17(a)/2006 


CHAPTER  VIII  -  LEAVE 


May  2001 


June  2006 


May  2001 


1174  (4)  Final  leave  refers  to  the  period  of  absence  covered  by  any  leave 

(Corn'd)  granted  to  the  officer  after  he  ceases  active  duty  and  prior  to  his 
leaving  the  service.  Final  VL  will  be  counted  on  a  calendar-day 
basis,  i.e.  one  day  VL  will  be  deducted  to  cover  absence  on  each 
calendar  day  regardless  of  whether  the  day  falls  on  a  Saturday-off, 
Sunday,  or  gazetted  general  holiday.  Final  VL  can  commence  or  end 
on  a  Saturday,  Sunday  or  gazetted  general  holiday  as  the  situation 
warrants. 


(5)  The  granting  and  calculation  of  unpaid  leave  is  subject  to  CSR  1 109. 


Note : 

Sundays,  gazetted  general  holidays  and  off-duty  Saturday 
mornings/afternoons  are  “intervening”  when  they  fall  between  two  days  of 
leave  (which  may  be  of  one  or  more  types  or  which  may  include  authorised 
absence ).  They  are  not  “intervening”  when  they  fall  between  a  day  of 
leave  and  a  day  of  duty. 


Calculation  and  recording  of  VL  balance 

1175  The  VL  balance  of  an  officer  should  be  calculated  and  recorded  before  and 
after  each  occasion  when  the  officer  takes  VL.  It  should  be  kept  down  to 
two  decimal  places.  When  an  officer  leaves  the  service,  his  VL  balance 
calculated  up  to  the  date  immediately  before  the  commencement  date 
(which  can  be  a  Saturday-off/Sunday/gazetted  general  holiday  as  situation 
warrants)  of  the  final  leave  should  be  rounded  off  to  a  whole  day;  and 
leave  should  be  counted  and  deducted  on  a  calendar-day  basis,  i.e.  each 
calendar  day  will  be  counted  as  one  day  VL  regardless  of  whether  the  day 
falls  on  a  Saturday-off,  Sunday,  or  gazetted  general  holiday.  Details  and 
examples  showing  how  an  officer's  VL  balance  should  be  calculated  and 
recorded  are  given  in  Annex  8.12. 


Amendment  No.  17(b)/2006 


CHAPTER  VIII  -  LEAVE 


Advance  of  vacation  leave 

May  2014  1 176  (1)  The  approving  authorities  in  CSR  1 102(1)  may  advance  up  to  12  days 

VL  to  an  officer  who  has  insufficient  earned  leave  to  cover  the  period 
of  absence  requested.  Officers  must  exhaust  their  earned  leave  before 
they  take  the  advanced  leave.  If  the  officer  is  on  agreement  terms,  the 
advance  should,  in  addition,  not  exceed  the  amount  of  leave  that  the 
officer  would  earn  during  the  remainder  of  the  current  agreement. 

May  2001  (2)  Any  VL  taken  in  advance  will  be  debited  against  the  officer’s  future 

leave  earnings.  If  the  officer  has  insufficient  leave  to  cover  the  leave 
advanced  when  he  leaves  the  service,  the  deficit  will  be  treated  as 
unpaid  VL  and  the  Director  of  Accounting  Services  will  collect  an 
appropriate  refund  of  salary  and  allowances  from  the  officer. 

Extension  of  agreement  due  to  taking  of  study  leave  or  unpaid  leave 

May  2001  1177  Where  an  officer  on  agreement  terms  has  taken  study  leave  and/or  unpaid 

VL,  his  agreement  is  subject  to  extension  under  CSR  1302(2).  (See  also 
CSR  1317(1)). 

1178  -  1179 


Amendment  No.  21/2014 


CHAPTER  VIII  -  LEAVE 


LEAVE  ARRANGEMENTS  FOR  OFFICERS  ON  LOCAL  TERMS  ON  D4 
AND  ABOVE  OR  EQUIVALENT  EXCEPT  THOSE  ON  THE  REVISED 
LEAVE  ARRANGEMENTS  UNDER  CSR  1196 
(CSRs  1180  - 1195) 


General 

May  2001  1180  (1)  For  the  purposes  of  CSRs  1180  -  1195,  "officer",  unless  otherwise 

specified,  means  an  officer  on  local  terms  (see  CSR  100(12))  with 
pay  point  on  D4  and  above  or  equivalent.  The  leave  arrangements 
for  these  officers  are  as  follows  - 

(a)  Officers  on  permanent  terms 

An  officer’s  leave  cycle  is  calculated  normally  on  the  basis  of  a 
12-month  cycle,  e.g.  15  June  1998  to  14  June  1999.  During 
this  period,  he  may  either  take  annual  leave  with  passage 
(CSRs  1181-1185  and  1376-1377),  or  earn  vacation  leave  at  a 
higher  rate  without  passage  provision  (CSRs  1186-1190).  For 
the  final  eligibility  period  (to  be  counted  up  to  and  including 
the  day  immediately  before  he  commences  his  final  leave) 
before  he  finally  leaves  the  service,  the  amount  of  leave  to  be 
granted  will  be  calculated  on  a  pro  rata  basis  (similar  to  the 
method  as  illustrated  in  paragraph  1(g)  of  Annex  8.13)  if  the 
period  is  less  than  12  months. 

(b)  Officers  on  agreement  terms 

An  officer  on  agreement  terms  is  eligible  for  annual  leave  with 
passage  (CSRs  1181-1185  and  1376-1377)  and  the  annual  leave 
cycle  normally  relates  to  each  12-month  period  of  his 
agreement.  If  he  does  not  take  his  annual  leave  and  passage,  he 
will  not  earn  vacation  leave  for  the  relevant  12-month  period. 
For  an  officer  who  has  accepted  a  subsequent  agreement  on  the 
same  terms,  the  final  eligibility  period  of  his  current  agreement 
which  is  less  than  12  months  will  normally  be  aggregated  with 
the  service  of  his  next  agreement  to  form  a  12-month  period. 
For  the  final  eligibility  period  (to  be  counted  up  to  and 
including  of  the  last  day  of  his  agreement)  before  he  finally 
leaves  the  service,  the  amount  of  leave  to  be  granted  will  be 
calculated  on  a  pro  rata  basis  (similar  to  the  method  as 
illustrated  in  paragraph  1(g)  of  Annex  8.13)  if  the  period  is  less 
than  12  months. 


Amendment  No.  17(33)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


1180  (2)  Subject  to  the  maximum  accumulation  limit,  any  vacation  leave 

(Corn'd)  accrued  prior  to  an  officer's  promotion  to  D4  or  above  or  equivalent 
will  be  set  aside,  to  be  taken  normally  on  finally  leaving  the  service 
subject  to  CSR  1186(5). 


(3)  An  officer  is  required  to  complete  an  "Annual  Leave  Detail  Form" 
(CSB(LP)  Form  2B)  as  soon  as  possible  after  his  return  from 
overseas  annual  leave.  It  is  the  responsibility  of  Heads  of 
Department  to  see  that  this  is  done. 

(4)  Officers  promoted  to  D4  or  above  or  equivalent  before  1  April  1998 
may,  before  the  end  of  the  leave  cycle  immediately  after  the  one 
straddling  1  April  1998,  opt  irrevocably  to  transfer  to  the  leave  and 
passage  arrangements  under  CSRs  1196  and  1378.  Those  who  do  not 
exercise  their  option  by  the  end  of  the  specified  option  period  will 
remain  on  their  existing  leave  and  passage  arrangements.  Details  of 
the  transfer  arrangements  are  given  in  Annex  8.13. 


Annual  leave  rate 

1181  (1)  Officers  taking  annual  leave  will  be  granted  55.5  days  leave  in  each 

12-month  eligibility  period.  Officers  on  90%  pensionability  will  be 
credited  with  an  extra  19  days  vacation  leave. 

(2)  Annual  leave  comprises  the  following  two  components,  each  to  be 
recorded  separately  and  taken  under  different  rules  (see  CSR  1183)  - 

(a)  45  days  “overseas  annual  leave”  (25  days  basic  leave  and  20 
days  overseas  addition);  and 

(b)  10.5  days  "local  flexible  annual  leave". 


1182 


Rules  for  taking  annual  leave 
1183  ( 1 )  Overseas  annual  leave 

The  rules  for  taking  overseas  annual  leave  are  as  follows  - 

(a)  subject  to  the  exigencies  of  the  service,  overseas  annual  leave 
may  be  taken  at  any  time  during  the  relevant  12-month  period. 
The  leave  approving  authority  should  send  the  Civil  Service 
Bureau  a  copy  of  the  approved  application  form; 


Amendment  No.  17(34)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


1183  (1)  (b)  overseas  annual  leave  should  be  taken  in  whole  days  and  spent 

(Corn'd)  outside  Hong  Kong  except  as  provided  in  CSR  1 192; 


May  2001 


May  2001 


May  2001 


(c)  overseas  annual  leave  may  be  split  into  no  more  than  two 
portions,  with  both  portions  taken  within  each  12-month 
eligibility  period  except  as  provided  under  (f)  below; 

(d)  overseas  annual  leave  may  not  be  accumulated.  Any  untaken 
days  lapse  unless  attributable  to  duty  visits  outside  Hong  Kong 
or  curtailment  in  the  public  interest  approved  by  the  leave 
approving  authority  in  CSR  1102.  Leave  carried  forward  in 
such  circumstances  should  be  credited  as  the  officer's  vacation 
leave,  which  should  be  kept  separately  from  the  balance  in  CSR 
1186(3).  The  leave  so  credited  may  be  combined  with  future 
annual  leaves  as  under  (e)  below,  or  on  finally  leaving  the 
service  subject  to  CSR  1186(5); 

(e)  an  officer  may  combine  his  overseas  annual  leave  (or  each 
portion  of  the  split  annual  leave)  with  some  earned  leave, 
subject  to  the  provisions  under  CSR  1185(2).  In  the  case  of  an 
officer  re-employed  after  retirement  under  CSRs  270,  275  or 
277  with  a  balance  of  leave  deferred  to  be  taken  when  he  finally 
leaves  the  service,  he  may  apply  for  the  deferred  leave  to  be 
used  for  this  purpose  provided  that  he  has  used  up  his  leave 
earned  during  his  re-employment.  The  leave  approving 
authority  should  ensure  that  when  such  combined  leave  is 
approved,  the  Director  of  Accounting  Services  is  informed  of 
the  salary  and  pension/gratuity  which  the  deferred  leave  should 
attract;  and 

(f)  the  approving  authority  in  CSR  1 102  may  approve  deferment  of 
overseas  annual  leave  (and  split  overseas  annual  leave  if 
applicable)  to  the  next  annual  leave  eligibility  period  on 
operational  grounds.  Deferment  of  overseas  annual  leave  (or 
split  overseas  annual  leave)  on  personal  grounds  may  also  be 
approved  provided  that  the  deferred  leave  commences  within 
the  first  90  days  of  the  next  annual  leave  eligibility  period.  For 
an  officer  in  his  final  eligibility  period  prior  to  leaving  the 
service,  approval  may  be  given,  on  operational  or  personal 
grounds,  for  his  overseas  annual  leave  to  be  deferred  until 
immediately  after  the  expiry  of  the  final  eligibility  period.  Such 
deferred  leave  will  not  constitute  an  extension  of  the  officer's 
final  eligibility  period/agreement.  The  leave  entitlement  for  his 
final  eligibility  period/agreement  will  not  be  increased  as  a 
result  of  the  deferment  of  leave. 


Amendment  No.  17(35)/2001 


CHAPTER  VIII  -  LEAVE 


1183  (2)  Local  flexible  annual  leave 

(Cont’d) 

The  rules  for  taking  local  flexible  annual  leave  are  as  follows  - 


May  2001 


(a)  subject  to  the  exigencies  of  the  service,  local  flexible  annual 
leave  may  be  taken  at  any  time  during  the  relevant  12-month 
period.  It  may  be  taken  in  isolation,  or  in  combination  with 
overseas  annual  leave; 

(b)  local  flexible  annual  leave  may  be  spent  in  Hong  Kong  without 
forfeiture; 

(c)  for  officers  on  permanent  terms,  any  untaken  local  flexible 
annual  leave  at  the  end  of  the  relevant  12-month  eligibility 
period  will  be  credited  to  the  officer’s  vacation  leave  balance  in 
CSR  1186(3); 

(d)  for  officers  on  agreement  terms,  any  untaken  local  flexible 
annual  leave  may  be  carried  forward  to  subsequent  12-month 
eligibility  period(s)  within  the  agreement,  but  will  lapse  at  the 
end  of  the  agreement  except  where  otherwise  approved  by  the 
authority  under  CSR  1102  on  operational  grounds;  and 

(e)  for  an  officer  in  his  final  eligibility  period  prior  to  leaving  the 
service,  approval  may  be  given,  on  operational  grounds,  for  his 
local  flexible  annual  leave  to  be  deferred  until  immediately  after 
the  expiry  of  the  final  eligibility  period/agreement.  Such 
deferred  leave  will  not  constitute  an  extension  of  the  officer's 
final  eligibility  period/agreement.  The  leave  entitlement  for  his 
final  eligibility  period/agreement  will  not  be  increased  as  a 
result  of  the  deferment  of  leave. 


1184 


Annual  leave  calculation 

1185  (1)  (a)  Overseas  annual  leave 

Overseas  annual  leave  is  calculated  on  a  calendar  day  basis  with 
the  whole  period  of  absence  from  duty  counting  as  leave, 
notwithstanding  that  there  are  intervening  Sundays  and  public 
holidays  or  that  the  leave  may  end  on  a  Sunday  or  public 
holiday. 


Amendment  No.  17(36)/2001 


CHAPTER  VIII  -  LEAVE 


June  2006  1185  (1)  (b)  Local  flexible  annual  leave 

(Cont’d) 

Local  flexible  annual  leave  is  calculated  in  accordance  with  the 
“12-day  rule”  (CSR  1 154)  if  it  is  taken  in  isolation.  If  it  is  taken 
in  combination  with  overseas  annual  leave,  the  whole  period  of 
absence  will  be  treated  as  continuous  leave  and  calculated  on  a 
calendar  day  basis.  In  this  context,  two  periods  of  leave  of 
different  types  that  are  intercepted  by  off-duty  Saturday 
mornings/aftemoons,  Sundays  and/or  public  holidays  will  also 
be  regarded  as  “taken  in  combination”,  with  the  off-duty 
Saturday  momings/afternoons,  Sundays  and/or  public  holidays 
concerned  counting  as  leave. 

May  2001  (2)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 

period  - 

(a)  study  leave  and/or  unpaid  leave;  or 

(b)  over  90  days  of  leave  in  total  (in  this  context,  leave  refers  to 
annual  leave  and/or  other  types  of  accrued  leave), 

the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 
applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 
in  (a)  and  any  days  in  excess  of  90  days  in  respect  of  the  leave  in  (b) 
above.  (See  also  CSR  1377(1).) 

(3)  Annual  leave  in  respect  of  an  eligibility  period  which  is  not  of  12 
months  duration  (e.g.  in  the  case  of  an  officer's  final  eligibility  period 
prior  to  retirement)  should  be  calculated  on  a  pro-rata  basis  (see  CSR 
1180(1)). 

May  2001  (4)  If  an  officer  leaves  the  service  before  completing  a  12-month 

eligibility  period,  the  annual  leave  for  the  period  will  be  calculated  on 
a  pro  rata  basis  according  to  (3)  above.  In  case  he  has  taken  annual 
leave  in  the  period  concerned,  balance(s)  in  his  leave  account(s)  will 
be  adjusted  accordingly.  Any  debit  balance  will  be  treated  as  unpaid 
leave  and  the  Director  of  Accounting  Services  will  collect  an 
appropriate  refund  of  salary  and  allowances  from  the  officer.  (See 
CSRs  1344,  1353  and  Annex  9.11  for  passages  in  such 
circumstances.) 

(5)  An  officer's  leave  records  should  be  completed  in  accordance  with 
the  guidelines  in  Annex  8.6. 


Amendment  No.  18/2006 


CHAPTER  VIII  -  LEAVE 


Vacation  leave  earning  rates  and  accumulation  limits 

May  2001  1186  (1)  Officers  on  permanent  terms  will  earn  vacation  leave  for  the  relevant 

12-month  period  if  they  do  not  take  annual  leave  with  passage. 

(2)  Vacation  leave  is  earned  per  day  of  resident  service,  same  as  in  CSR 
1151(1). 

(3)  The  vacation  leave  earning  rates  and  accumulation  limits  for  different 
categories  of  officers  are  - 


Number  of  days  of 
vacation  leave  per  year 

of  resident  service  Vacation  leave 

accumulation 


Category  of  officers 

Basic 

leave 

Overseas 

addition 

Total 

limit 

(days) 

(a)  Officers  aged  40  or 
over,  or  aged  35-39 
with  10  years’ 
service  or  more 

(i)  100% 

pensionable 

40.5 

32 

72.5 

180 

(ii)  90% 

pensionable 

49.5 

42 

91.5 

180 

(b)  Officers  aged  under 

31 

24 

55 

120 

40,  excluding  those 
aged  35-39  with  10 
years'  service  or 
more 

Note 

(i)  See  CSR  1103(1)  for  leaves  which  count  as  resident 
sendee  and  CSR  1103(5)  for  leaves  which  count  as 
sendee  to  qualify  for  the  higher  leave  earning  rate. 

(ii)  An  officer  who  becomes  eligible  for  the  higher  rate  at 
(a)(i)  in  the  course  of  a  12-month  eligibility  period  will, 
with  immediate  effect,  earn  leave  at  the  appropriate 
higher  rate. 

(iii)  The  leave  earning  rates  at  ( a)(ii )  apply  to  officers  who 
exercised  their  right  of  option,  associated  with  90% 
pensionability,  under  Establishment  Circular  No.  2/67 
dated  5  January  1967  (see  Annex  8.1). 


Amendment  No.  17(38)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


Note 

(iv)  The  accumulation  limits  do  not  include  vacation  leave 
accrued  prior  to  an  officer's  promotion  to  D4  or  above 
or  equivalent,  any  vacation  leave  credited  under  CSR 
1 183(1  )(d),  and  any  leave  accrued  prior  to  retirement  in 
the  case  of  officers  on  re-employment  under  CSRs  270, 
275  or  277. 

(4)  An  officer  will  not  earn  further  vacation  leave  once  his  vacation 
leave  balance  reaches  the  leave  accumulation  limit  specified  in  (3) 
above  and  so  long  as  it  remains  at  the  limit. 

(5)  Other  than  leave  in  the  sinking  balance  and  leave  earned  during  re¬ 
employment  after  retirement  (if  applicable),  leave  accrued  in  excess 
of  365  days  will  be  forfeited  upon  leaving  the  service. 


1186  (3) 

(Cont’d) 


1187-  1188 


Rules  for  taking  vacation  leave 

1189  (1)  Subject  to  the  exigencies  of  the  service,  an  officer  may  apply  to  take 

his  earned  vacation  leave  at  any  time  (see  CSR  1185(2)  for  its  effect 
on  the  annual  leave  and  passage  eligibility  period). 

(2)  Vacation  leave  should  be  spent  outside  Hong  Kong  except  as 
provided  in  CSR  1 192. 


Vacation  leave  calculation 

1190  Vacation  leave  is  calculated  in  accordance  with  the  “12-day  rule”  in  CSR 
1154,  except  when  it  is  combined  with  overseas  annual  leave  (CSR 
1 1 83(l)(e))  or  if  it  is  derived  from  CSR  1183(l)(d)  where  it  should  be 
calculated  on  a  calendar  day  basis. 


Sinking  balance  arrangements 

1191  The  "sinking  balance"  arrangements  described  in  CSR  1157  are  applicable 
to  officers  on  permanent  terms  appointed  before  1  August  1987.  An 
officer's  sinking  balance  should  be  worked  out  in  accordance  with  the 
arrangements  in  Annex  8.4. 


Amendment  No.  17(39)/2001 


CHAPTER  VIII  -  LEAVE 


Permission  to  spend  overseas  annual  leave  and  vacation  leave  in  Hong  Kong 

May  2001  1192  (1)  An  officer  who  spends  his  overseas  annual  leave  or  vacation  leave 

(CSR  1186)  in  Hong  Kong  will  have  his  leave  subject  to  forfeiture, 
except  under  the  following  circumstances  - 

Feb  2015  (a)  when  such  leave  is  taken  in  lieu  of  half -pay  or  unpaid  sick 

leave  (CSR  1278),  unpaid  maternity  leave  (CSR  1297(2)  and 
(5))  or  unpaid  paternity  leave  (CSR  1296(2)(b)); 

(b)  when  it  is  an  officer’s  final  leave  taken  immediately  before 
leaving  the  service;  and 

(c)  an  officer  may,  in  each  eligibility  period,  spend  up  to  a  total  of 
7  days  (including  periods  of  transit  and  regardless  of  whether 
the  leave  is  split)  of  his  overseas  annual  leave  and  vacation 
leave  in  Hong  Kong  without  forfeiture.  If  an  officer  on 
permanent  terms  does  not  take  annual  leave,  he  may  spend  up 
to  a  total  of  19  days  of  his  vacation  leave  in  Hong  Kong 
without  forfeiture  in  that  eligibility  period.  (The  day  of 
departure  from  Hong  Kong  and  the  day  of  arrival  in  Hong 
Kong  are  not  counted  as  leave  spent  in  Hong  Kong.) 

An  officer  may  apply  to  the  leave  approving  authority  (see  CSR 
1 102)  to  exceed  the  limits  in  (c)  above  but  the  forfeiture  formula  will 
apply.  The  forfeiture  formula  for  overseas  annual  leave  is  the  same 
as  in  CSR  1237(2).  The  forfeiture  formula  for  vacation  leave  is  set 
out  in  (2)  below. 

(2)  The  forfeiture  formula  for  vacation  leave  under  CSR  1186  is  as 
follows  - 

,  c 

a  =  b  x  - 

(d  — 12) 

where  a  =  number  of  days  of  vacation  leave  forfeited 

b  =  number  of  days  of  vacation  leave  spent  in  Hong 
Kong  less  12  days 

c  =  overseas  addition  rate 

d  =  basic  leave  rate 


1193-1195 


Amendment  No.  4(e)/2015 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


REVISED  LEAVE  ARRANGEMENTS  FOR  OFFICERS  ON  D4  AND 
ABOVE  OR  EQUIVALENT 
(CSRs  1196  - 1199) 


1196  (1)  The  provisions  of  this  CSR  are  applicable  to  - 

(a)  officers  on  local  terms  (see  CSR  100(12))  who  are  promoted  to 
D4  or  above  or  equivalent  on  or  after  1  April  1998; 

(b)  officers  on  local  terms  (see  CSR  100(12))  who  are  promoted  to 
D4  or  above  or  equivalent  before  1  April  1998  and  who  have 
transferred  to  the  revised  arrangements  in  accordance  with 
Annex  8.13;  and 

(c)  officers  on  overseas  terms  (see  CSR  100(12))  on  D4  or  above  or 
equivalent  who  have  transferred  to  the  revised  arrangements  in 
accordance  with  Annex  8.13. 


(2)  (a)  Officers  on  permanent  terms 

The  length  of  an  officer's  leave  eligibility  period  is  normally  1 2 
months.  He  will  be  granted  55.5  days  vacation  leave  in  each 
12-month  period,  regardless  of  the  number  of  days  of  leave 
taken  (however,  the  eligibility  period  is  subject  to  adjustment 
under  (7)  below).  For  the  final  eligibility  period  (to  be  counted 
up  to  and  including  the  day  immediately  before  he  commences 
his  final  leave)  before  he  finally  leaves  the  service,  the  amount 
of  leave  to  be  granted  will  be  calculated  on  a  pro  rata  basis  if 
the  period  is  less  than  12  months  (see  paragraph  1(g)  of  Annex 
8.13). 


Amendment  No.  17(41)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001  1196  (2)  (b)  Officers  on  agreement  terms 

(Cont’d) 

The  length  of  an  officer's  leave  eligibility  period  is  normally  12 
months.  For  an  officer  who  has  accepted  a  subsequent 
agreement  on  the  same  terms,  the  final  eligibility  period  of  his 
current  agreement  which  is  less  than  12  months  will  normally 
be  aggregated  with  the  service  of  his  next  agreement  to  form  a 
12-month  period.  He  will  be  granted  55.5  days  vacation  leave 
in  each  12-month  period,  regardless  of  the  number  of  days  of 
leave  taken  (however,  the  eligibility  period  and/or  end  date  of 
the  agreement  are  subject  to  adjustment  under  (7)  below).  For 
the  final  eligibility  period  (to  be  counted  up  to  and  including  the 
last  day  of  his  agreement)  before  he  finally  leaves  the  service, 
the  amount  of  leave  to  be  granted  will  be  calculated  on  a  pro 
rata  basis  if  the  period  is  less  than  12  months  (see  paragraph 
1(g)  of  Annex  8.13). 

May  2001  (3)  (a)  An  officer's  vacation  leave  balance  is  administered  by  two 

accounts,  namely,  "Active  Vacation  Leave  Account"  and 
"Accrued  Vacation  Leave  Account". 


(b)  Any  types  of  leave  accrued  (including  sinking  balance/casual 
leave)  prior  to  an  officer’s  promotion  to  D4  or  above  or 
equivalent  will  be  amalgamated  and  put  aside  into  the  “Accrued 
Vacation  Leave  Account”  (see  (6)  below  and  paragraph  1(c)  of 
Annex  8.13). 

(c)  The  leave  entitlement  for  the  current  eligibility  period  of  the 
officer  will  be  credited  to  his  "Active  Vacation  Leave  Account" 
at  the  beginning  of  each  period.  The  officer  should  first  exhaust 
leave  in  this  account  before  taking  leave  from  the  "Accrued 
Vacation  Leave  Account".  Any  balance  in  the  "Active 
Vacation  Leave  Account"  as  at  the  end  of  the  eligibility  period 
will  automatically  be  credited  to  the  "Accrued  Vacation  Leave 
Account"  subject  to  a  limit  of  365  days.  Any  accrued  vacation 
leave  in  excess  of  365  days  will  be  forfeited.  For  leave 
straddling  two  eligibility  periods,  leave  falling  in  the  next 
eligibility  period  will  be  debited  from  the  "Active  Vacation 
Leave  Account"  of  the  next  period. 


May  2001  (4)  Subject  to  the  exigencies  of  the  service,  an  officer  may  take  his 

vacation  leave  at  any  time  during  an  eligibility  period  or  immediately 
before  leaving  the  service. 


Amendment  No.  17(42)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001  1196  (5)  Vacation  leave  is  calculated  in  accordance  with  CSR  1154.  An 

(Corn'd)  officer's  final  leave  before  leaving  the  service  will  be  counted  on  a 

calendar  day  basis  with  every  day  counting  as  leave.  In  this  context, 
final  leave  includes  all  his  accrued  and  active  vacation  leave.  Final 
leave  balance  should  be  rounded  up  from  0.5  and  above  and  rounded 
down  from  below  0.5  to  a  whole  day. 

May  2001  (6)  For  an  officer  who  is  re-employed  after  retirement,  any  untaken  leave 

accrued  before  his  re-employment  after  retirement  will  be  kept  in  a 
separate  account,  subject  to  a  maximum  of  365  days,  to  be  taken  on 
his  finally  leaving  the  service  (see  also  CSR  1106(5)).  For  his  re¬ 
employment  period,  a  new  set  of  "Active  Vacation  Leave  Account" 
and  "Accrued  Vacation  Leave  Account"  will  be  opened  and 
administered  according  to  appropriate  rules  under  this  Regulation. 

May  2001  (7)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 

period  - 

(a)  study  leave  and/or  unpaid  leave;  or 

(b)  over  90  days  of  leave  in  total  (in  this  context,  leave  refers  to 
active  vacation  leave  and  accrued  vacation  leave), 

the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 
applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 
in  (a)  and  any  days  in  excess  of  90  days  in  respect  of  the  leave  in  (b) 
above.  (See  also  CSRs  1378(10)  and  1379(7).) 

May  2001  (8)  When  an  officer  leaves  the  service,  any  debit  balance  in  his  VL 

account  will  be  treated  as  unpaid  leave  and  the  Director  of 
Accounting  Services  will  collect  an  appropriate  refund  of  salary  and 
allowances  from  the  officer.  (See  CSRs  1340-1353  and  Annex  9.11 
for  passages  in  such  circumstances.) 

1197-  1199 


Amendment  No.  17(43)/2001 


CHAPTER  VIII  -  LEAVE 


LEAVE  ARRANGEMENTS  FOR  OFFICERS  ON  OVERSEAS  TERMS 
(CSRs  1200  - 1269) 

May  2001  (For  the  purposes  of  CSRs  1200  -  1269,  “officer”,  unless  otherwise  specified, 
means  an  officer  on  overseas  terms  (see  CSR  100(12)),  except  those  on  D4  and 
above  or  equivalent  on  the  revised  leave  arrangements  under  CSR  1196.) 


LEAVE  TERMS  (CSRs  1200  -  1209) 

Vacation  leave  terms 

1200  (1)  Except  those  under  CSR  1100(5),  officers  in  the  following  categories 

are  on  vacation  leave  terms  - 

(a)  officers  on  probation  or  permanent  terms  on  MPS  34  and  above 
or  equivalent; 

(b)  agreement  officers  on  MPS  34  -  44  or  equivalent  appointed 
before  1  August  1987  who  opt  to  remain  on  vacation  leave 
terms  under  CSR  1265;  and 

(c)  officers  on  MPS  33  and  below  or  equivalent  who  are  appointed 
before  15  June  1988  and  remain  on  vacation  leave  terms  under 
CSR  1266.  This  category  includes  officers  on  probation  or 
permanent  terms  as  well  as  officers  on  agreement  terms. 

Dec  2009  (2)  Unless  specifically  stated  otherwise  in  an  officer’s  terms  of 

appointment,  officers  on  vacation  leave  terms  are  eligible  for  casual 
leave  (CSRs  1210-1219)  and  vacation  leave  (CSRs  1220-1229). 
Casual  leave  is  to  be  taken  within  a  tour  while  vacation  leave  is  to  be 
taken  on  completion  of  a  tour.  A  tour  of  duty  is  normally  for  2.5 
years  except  where  otherwise  specified  or  adjusted  under  (3)  below, 
or  CSR  1203,  1204  or  1224. 

(3)  Officers  in  (l)(a)  above  may  take  annual  leave  in  accordance  with 
CSRs  1230-1239.  For  the  12-month  eligibility  period  (see  CSR 
1230(1))  in  which  annual  leave  is  taken,  the  officer  will  continue  to 
earn  casual  leave  (subject  to  CSR  1210(2))  but  he  will  not  earn 
vacation  leave  under  CSR  1220  (except  as  provided  under  CSR 
1230(2)  in  respect  of  officers  on  90%  pensionability).  He  will  also 
have  his  normal  tour  (see  (2)  above)  adjusted,  as  follows  - 


Amendment  No.  44/2009 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


1200  (3)  (a)  if  annual  leave  commences  before  the  due  date  for  end-of-tour 

(Corn'd)  leave  -  the  normal  tour  will  be  extended  by  12  months;  or 


(b)  if  annual  leave  commences  on  or  after  the  due  date  for  end-of- 
tour  leave  -  the  officer  will  be  due  to  take  his  end-of-tour  leave 
12  months  from  the  date  on  which  annual  leave  commences. 


Annual  leave  terms 

1201  (1)  Officers  on  agreement  terms  on  MPS  34  and  above  or  equivalent, 

except  those  covered  in  CSRs  1100(5),  1196,  1200(l)(b)  or  whose 
terms  of  appointment  specify  otherwise,  are  on  annual  leave  terms. 

(2)  Officers  on  annual  leave  terms  are  eligible  for  casual  leave  (CSRs 
1210  -  1219)  and  annual  leave  (CSRs  1230  -  1239).  Casual  leave  is 
to  be  taken  within  the  tour  of  service  covered  by  an  officer's 
agreement  and  annual  leave  is  normally  taken  within  each  12-month 
period  of  the  agreement  (see  also  CSR  1233(2)). 


Flexible  vacation  leave  terms 

1202  (1)  Officers  on  MPS  33  and  below  or  equivalent,  except  those  covered  in 

CSRs  1100(5)  and  1200(l)(c)  are  on  flexible  vacation  leave  terms. 

(2)  Flexible  vacation  leave  comprises  “basic  leave”  and  “overseas 
addition”  (CSRs  1240  -  1259).  Basic  leave  may  be  taken  within  a 
tour  or  carried  forward  to  subsequent  tour(s)  (see  also  CSR  1242(1)), 
but  overseas  addition  has  to  be  taken  on  completion  of  a  tour.  A  tour 
of  duty  is  normally  for  2.5  years  except  where  otherwise  specified  or 
adjusted  under  CSRs  1203,  1204  or  1254. 


Direction  to  take  annual  leave 

1203  (1)  Any  officer  may  be  directed  by  the  Secretary  for  the  Civil  Service  to 

take  annual  leave  in  the  public  interest.  Heads  of  Department  should 
take  the  following  into  account  before  recommending  an  officer  to  be 
directed  on  annual  leave  - 


Amendment  No.  17(45)/2001 


CHAPTER  VIII  -  LEAVE 


1203  (1)  (a)  a  recommendation  for  an  officer  to  be  directed  on  annual  leave 

(Corn'd)  is  usually  considered  in  the  context  of  a  departmental  leave 

roster  or  a  Head  of  Grade's  posting  programme.  In  such  cases, 
when  the  coincidence  of  long  leaves  in  the  next  year  would 
create  staffing  problems  which  cannot  be  solved  by 
advancement/deferment  of  leave  under  CSRs  1224  or  1254,  the 
public  interest  is  considered  to  be  served  by  the  direction  of  one 
or  more  officers  on  annual  leave  in  the  current  year.  (Due 
account  should  be  taken  of  extension  of  agreement  implications 
if  these  exist.)  It  follows  from  this  that  directions  are  usually 
effected  in  the  second  year  of  a  tour;  and 

(b)  where  consideration  in  the  context  of  a  leave  roster  is 

inappropriate  (e.g.  when  the  officer  is  the  head  of  a  small  or 

specialist  section),  recommendations  for  direction  on  annual 
leave  are  considered  in  the  context  of  that  section's  workload  or 
any  special  or  on-going  or  forthcoming  exercises  for  which  that 
section  is  responsible.  It  would  be  unusual  for  an  officer  to  be 
directed  to  take  annual  leave  in  the  first  year  of  a  tour,  as  the 
purpose  of  the  direction  would  probably  be  to  avoid  a  clash 
between  a  forthcoming  exercise  and  a  long  leave.  Curtailment 
of  leave  under  CSRs  1225  or  1255  should  be  examined  as  an 
alternative  to  annual  leave. 

(2)  An  officer  directed  to  take  annual  leave  will  be  granted  annual  leave 
in  accordance  with  the  rates  in  CSR  1230.  An  officer  on  MPS  33 
and  below  or  equivalent  directed  to  take  annual  leave  will  follow  the 
leave  rates  for  officers  on  MPS  34-44  or  equivalent.  The  annual 
leave  granted  will  be  calculated  on  the  basis  of  a  12-month  eligibility 
period  (see  CSR  1230(1)).  The  officer's  normal  tour  will  be  adjusted 
as  under  CSR  1200(3). 


Extension  of  tour/agreement 

May  2001  1204  (1)  For  an  officer  (except  those  on  the  revised  leave  arrangements  under 

CSR  1196)  who  takes  the  following  types  of  leave  during  his 
tour/agreement,  his  tour/agreement  may  be  adjusted/extended  in 
accordance  with  CSR  1302  (see  also  CSR  1321(4))  - 

(a)  study  leave; 

(b)  unpaid  leave;  and 

(c)  advanced  vacation  leave/overseas  addition. 


Amendment  No.  17(46)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


May  2001 


1204  (2)  An  officer  who  takes  annual  leave  is  subject  to  adjustment  of  his 

(Cont'd)  tour/agreement  under  CSR  1200(3)  and/or  1233(2)  as  appropriate. 


Change  of  leave  terms  on  reaching  MPS  34  or  above  or  equivalent 

1205  On  reaching  MPS  34  or  above  or  equivalent,  officers  on  probation  or 
permanent  terms  with  vacation  leave  arrangements  (CSR  1200)  will 
become  eligible  for  annual  leave  (CSR  1200(3));  and  officers  on 
agreement  terms  with  vacation  leave  or  flexible  vacation  leave 
arrangements  (CSRs  1200  and  1202)  will  transfer  to  annual  leave 
arrangements  (CSR  1201)  except  those  appointed  before  1  August  1987 
who  are  given  an  option.  Details  of  the  arrangements  are  given  in  Annex 
8.7.  (See  CSRs  1265  and  1266  for  arrangements  for  officers  appointed 
before  1  August  1987  or  15  June  1988.) 


Option  to  transfer  to  the  revised  leave  and  leave  passage  arrangements  in 
accordance  with  Annex  8.13  on  promotion  to  D4  or  above  or  equivalent 

1206  Officers  on  promotion  to  D4  or  above  or  equivalent  may,  before  the  end  of 
the  leave  cycle  immediately  after  the  one  in  which  they  are  promoted,  opt 
irrevocably  to  transfer  to  the  revised  leave  and  leave  passage  arrangements 
under  CSRs  1196  and  1379.  Those  who  do  not  exercise  their  option  by  the 
end  of  the  specified  option  period  will  remain  on  their  existing  leave  and 
passage  arrangements.  Details  of  the  transfer  arrangements  are  given  in 
Annex  8.13. 


1207  -  1209 


CASUAL  LEAVE  FOR  OFFICERS  ON  OVERSEAS  TERMS 
(CSRs  1210  - 1219) 

Casual  leave  earning  rate  and  accumulation  limit 

1210  (1)  Officers  on  vacation  leave  terms  under  CSR  1200  or  annual  leave 

terms  under  CSR  1201  are  eligible  for  casual  leave. 


Amendment  No.  17(47)/2001 


CHAPTER  VIII  -  LEAVE 


1210  (2)  Casual  leave  is  credited  at  the  rate  of  1  day  per  completed  month  of 
(Cont'd)  resident  service  (see  CSR  1213(1)).  The  maximum  amount  of  casual 

leave  which  may  be  accumulated  and  taken  at  any  one  time  is  30 
days.  An  officer  will  not  earn  further  casual  leave  once  his  casual 
leave  reaches  and  so  long  as  it  remains  at  the  30-day  maximum 
accumulation  limit.  For  officers  re-employed  after  retirement  under 
CSRs  270,  275  or  277,  the  accumulation  limit  does  not  include  any 
casual  leave  accrued  prior  to  their  retirement. 

May  2001  (3)  (Deleted) 

1211 


Rules  for  taking  casual  leave 

1212  (1)  Subject  to  the  exigencies  of  the  service,  an  officer  may  apply  to  take 

his  earned  casual  leave  at  any  time  during  his  tour/agreement. 

(2)  Casual  leave  may  be  spent  in  Hong  Kong  without  forfeiture. 

May  2001  (3)  Casual  leave  should  be  taken  within  a  tour/agreement.  Any  untaken 

casual  leave  at  the  end  of  the  tour/agreement  will  lapse  except  where 
otherwise  approved  for  carrying  forward  by  the  approving  authority 
under  CSR  1102  on  operational  grounds.  For  an  officer  in  his  final 
eligibility  period  prior  to  leaving  the  service,  approval  may  be  given, 
on  operational  grounds,  for  his  casual  leave  to  be  deferred 
immediately  after  the  expiry  of  the  final  tour/agreement.  Such 
deferred  leave  will  not  constitute  an  extension  of  the  officer's  final 
eligibility  period/agreement  nor  count  as  resident  service  for  leave- 
earning  purposes  (see  CSR  1103(1)).  The  leave  and  passage 
entitlement  for  his  final  eligibility  period/agreement  will  not  be 
increased  as  a  result  of  the  deferment  of  leave. 

May  2001  (4)  Casual  leave  may  be  combined  with  vacation  leave  or  annual  leave 

(but  see  CSR  1233(2)).  An  officer  who  combines  casual  leave  with 
end-of-tour  vacation  leave  may  be  permitted  to  take  his  passage 
during  the  casual  leave  period,  with  the  passage  allowance  and  any 
associated  expenses  payable  at  the  prevailing  rates. 


Amendment  No.  17(48)/2001 


CHAPTER  VIII  -  LEAVE 


Dec  2009 


June  2006 


May  2001 


Casual  leave  calculation 

1213  (1)  An  officer  should  be  credited  with  one  day's  casual  leave  after  each 

completed  month  of  resident  service.  The  date  on  which  casual  leave 
is  credited  should  be  adjusted  when  the  officer  has  taken  vacation 
leave,  annual  leave,  study  leave  or  unpaid  leave  (see  CSR  1103(1)). 

(2)  Casual  leave  taken  in  isolation  is  calculated  in  accordance  with  the 
“12-day  rule”  in  CSR  1154.  If  it  is  combined  with  other  types  of 
leave  (other  than  paid  sick  leave),  the  whole  period  of  absence  will 
be  treated  as  continuous  leave  and  calculated  on  a  calendar-day  basis. 
In  this  context,  two  periods  of  leave  of  different  types  that  are 
intercepted  by  off-duty  Saturday  morning s/aftemoons,  Sundays 
and/or  public  holidays  will  also  be  regarded  as  “taken  in 
combination”,  with  the  off-duty  Saturday  mornings/aftemoons, 
Sundays  and/or  public  holidays  concerned  counting  as  leave. 


1214-  1215 


Advance  of  casual  leave 

1216  (1)  A  Head  of  Department  may  advance  up  to  12  days  casual  leave  to  an 

officer  who  has  insufficient  earned  leave  to  cover  the  period  of 
absence.  Officers  must  exhaust  all  types  of  earned  leave  before  they 
take  the  advanced  casual  leave  requested.  If  the  officer  is  on 
agreement  terms,  the  advance  should,  in  addition,  not  exceed  the 
amount  of  casual  leave  that  the  officer  would  earn  during  the 
remainder  of  the  current  agreement. 

(2)  Any  casual  leave  taken  in  advance  will  be  debited  against  the 
officer's  future  leave  earnings.  If  the  officer  has  insufficient  leave  to 
cover  the  leave  advanced  when  he  leaves  the  service,  the  deficit  will 
be  treated  as  unpaid  vacation  leave  and  the  Director  of  Accounting 
Services  will  collect  an  appropriate  refund  of  salary  and  allowances 
from  the  officer. 

(3)  (Deleted) 

1217-  1219 


Amendment  No.  45/2009 


CHAPTER  VIII  -  LEAVE 


VACATION  LEAVE  FOR  OFFICERS  ON  OVERSEAS  TERMS 
(CSRs  1220  - 1229) 


Vacation  leave  earning  rates 

1220  (1)  Officers  on  vacation  leave  terms  under  CSR  1200  will  earn  vacation 

leave  (comprising  a  basic  leave  and  an  overseas  addition)  which  is 
calculated  per  day  of  resident  service  as  follows  - 


Vacation  leave 
earned  in  a 
period 


Number  of  days 
of  resident 
sendee  in  the 
period 


Number  of  days  of 
vacation  leave  per  year 
of  resident  sendee 
365 


Note 

See  CSR  1103(1)  for  leave  counting  as  resident  service  and  CSR 
1103(5)  for  leave  counting  as  qualifying  service  for  higher  leave 
earning  rates. 

(2)  The  leave  earning  rates  for  different  categories  of  officers  are  - 

Number  of  days  of 
vacation  leave  per  year 
of  resident  service 

Basic  Overseas 

Category  of  Officers  leave  addition  Total 

(a)  Officers  aged  40  or  over, 
or  aged  35-39  with  10 
years’  service  or  more 


(i)  100%  pensionable 

27 

32 

59 

(ii)  90%  pensionable 

36 

42 

78 

Officers  aged  under  40, 

18 

24 

42 

excluding  those  aged  35- 
39  with  10  years’ 
service  or  more 

(c)  (Deleted) 


Amendment  No.  17(50)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


May  2001 


1220  (2)  Note 

(Cont’d) 


(ii)  An  officer  who  becomes  eligible  for  a  higher  rate  in 
the  course  of  a  tour  will,  with  immediate  effect, 
earn  leave  at  the  appropriate  higher  rate. 

(iii)  The  leave  earning  rates  at  (a)(ii)  apply  to  officers 
who  exercised  their  right  of  option,  associated  with 
90%  pensionability,  under  Establishment  Circular 
No.  2/67  dated  5  January  1967  (see  Annex  8.1). 

(iv)  ( Deleted ) 


-  (i)  For  the  purposes  of  this  Regulation,  "sendee"  apart 
from  referring  to  sendee  with  the  Hong  Kong 
Government/Government  of  the  Hong  Kong  Special 
Administrative  Region,  also  includes  sendee  before 
1  July  1997  in  a  British  overseas  territory  and  in  a 
post  that  carried  eligibility  for  membership  of  Her 
Majesty's  Overseas  Civil  Service  of  the  British 
Government,  and  must  normally  have  been 
continuous. 


1221 


Rules  for  taking  vacation  leave 


1222  (1)  Vacation  leave  should  be  taken  on  completion  of  an  officer’s 

tour/agreement,  the  end-date  of  which  may  be  adjusted  under  CSRs 
1200(3),  1203,  1204  or  1224. 


(2)  Application  for  end-of-tour/agreement  vacation  leave  should  be 
made  on  the  requisite  application  form  and  submitted  to  the 
approving  authority  at  least  six  months  before  the  proposed  date  of 
departure. 

(3)  Vacation  leave  should  be  taken  in  whole  days  and  in  one  lot  at  the 
end  of  a  tour/agreement. 

(4)  Vacation  leave  should  be  spent  outside  Hong  Kong  except  as 
provided  in  CSR  1237. 

(5)  Vacation  leave  may  not  be  accumulated.  Untaken  days  of  vacation 
leave  lapse  except  as  provided  under  CSR  1225. 


Amendment  No.  17(5 1)/2001 


CHAPTER  VIII  -  LEAVE 


Vacation  leave  calculation 

1223  (1)  Vacation  leave  commences  on  the  day  immediately  following 

completion  of  an  officer’s  tour/agreement  (CSR  1222(1)).  It  is 
calculated  on  a  calendar  day  basis  with  the  whole  period  of  absence 
from  duty  counting  as  leave,  notwithstanding  that  there  are 
intervening  Sundays  and  public  holidays  and  that  the  leave  may 
commence  or  end  on  a  Sunday  or  public  holiday. 

(2)  The  vacation  leave  balance  of  an  officer  should  be  calculated  at  the 
end  of  each  tour/agreement  and  rounded  up  from  0.5  and  above  and 
rounded  down  from  below  0.5  to  a  whole  day. 


Adjustment  of  due  date  for  vacation  leave 

1224  (1)  In  the  public  interest  (see  CSR  1322  for  passages) 

An  officer  is  normally  due  to  take  vacation  leave  at  the  end  of  his 
tour/agreement.  However,  the  leaving  approving  authority  (see  CSR 
1102)  may  require  an  officer  to  bring  forward  or  defer  his  departure 
on  leave  in  the  public  interest  or  on  medical  grounds.  In  the  case  of 
an  officer  on  agreement  terms,  the  due  date  for  leave  may  be  brought 
forward  only  if  he  is  returning  to  Hong  Kong  for  another  tour  of 
duty.  If  he  is  not,  the  approval  of  the  Secretary  for  the  Civil  Service 
must  be  sought.  If  the  leave  of  an  agreement  officer  is  being 
deferred,  prior  approval  must  be  obtained  for  the  necessary  extension 
of  the  officer’s  agreement  (see  CSR  280). 

(2)  On  personal  grounds  (see  CSRs  1323  and  1324  for  passages) 

An  officer  on  probation  or  permanent  terms  may  apply  to  the  leave 
approving  authority  (see  CSR  1 102)  to  bring  forward  or  defer  his  due 
date  for  leave  on  personal  grounds.  An  officer  on  agreement  terms 
may  likewise  apply  to  bring  forward  his  vacation  leave.  However, 
requests  for  advancing  the  commencement  date  of  leave  by  more 
than  90  days  should  only  be  considered  in  exceptional  circumstances 
as  this  is  tantamount  to  shortening  the  officer’s  agreement,  and 
approval  for  which  should  be  subject  to  the  exigencies  of  the  service 
and  the  officer  returning  to  Hong  Kong  for  a  further  agreement. 
Deferment  of  leave  in  the  case  of  an  agreement  officer  will  involve 
extension  of  his  agreement  and  should  be  dealt  with  under  CSR  280. 


Amendment  No.  17(52)/2001 


CHAPTER  VIII  -  LEAVE 

1224  (3)  The  general  intention  of  the  provision  in  (2)  above  (read  in 
(Cont'd)  conjunction  with  CSRs  1323  -  1324)  is  to  allow  greater  flexibility  to 

Heads  of  Department/Grade  when  arranging  tours/agreement,  subject 
to  the  over-riding  needs  of  the  Government.  There  is  no  intention  of 
effecting  a  general  shortening  of  existing  tours/agreements.  The 
needs  of  the  civil  service  must  come  first,  and  it  will  be  the 
responsibility  of  the  approving  authority  to  ensure  that  this  principle 
is  recognized  and  observed. 

(4)  Subject  to  CSR  1260,  an  officer  who  has  his  due  date  for  vacation 
leave  deferred  may  earn  vacation  leave  beyond  his  original  due  date 
in  the  following  manner  - 

(a)  due  date  deferred  in  the  public  interest  or  on  medical  grounds  - 
will  continue  to  earn  leave  in  respect  of  further  resident  service 
in  that  tour/agreement  up  to  his  last  day  of  duty;  or 

(b)  due  date  deferred  on  personal  grounds  -  will  continue  to  earn 
leave  in  respect  of  further  resident  service  in  that 
tour/agreement  for  not  more  than  90  calendar  days  from  the 
original  due  date  (except  in  the  case  of  an  officer  about  to  leave 
the  service  who  may  continue  to  earn  leave  up  to  his  final  day 
of  duty). 

May  2001  (5)  (Deleted) 

Curtailment  of  vacation  leave 

1225  (1)  If  an  officer  is  unable  to  take  all  his  earned  vacation  leave  due  to 

operational  needs,  the  leave  approving  authority  under  CSR  1102 
may  permit  him  to  curtail  his  vacation  leave  and  carry  forward  the 
untaken  days,  subject  to  CSR  1260. 

May  2001  (2)  If  an  officer  curtails  his  vacation  leave  to  suit  his  own  convenience, 

he  will  forfeit  any  untaken  leave  in  excess  of  7  days. 

(3)  Where  an  officer  has  a  credit  leave  balance  carried  forward  from  a 
previous  tour/agreement,  this  leave  balance  should  be  taken 
immediately  prior  to  taking  the  leave  earned  during  the  current 
tour/agreement.  If,  therefore,  an  officer  elects  to  take  less  than  the 
total  amount  of  leave  for  which  he  is  eligible,  the  untaken  balance 
will  be  treated  as  leave  earned  during  the  tour/agreement  just 
completed  and  liable  to  forfeiture  under  (2)  above. 


Amendment  No.  17(53)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


Advance  of  vacation  leave 

(See  CSR  1204  on  extension  of  tour/agreement) 


1226  (1)  The  approving  authorities  in  CSR  1102  may  grant  an  officer  an 

advance  of  vacation  leave  on  adequate  personal  grounds.  The 
advance  of  vacation  leave  is  limited  to  - 

(a)  his  earned  portion  of  vacation  leave;  and 

(b)  an  unearned  portion  of  vacation  leave  up  to  12  days.  The 
advance  will  be  debited  against  his  future  earnings,  on  the 
understanding  that  if  the  officer  fails  to  earn  any  leave 
advanced,  he  will  repay  to  the  Government  the  related  salary 
and  allowances. 

An  officer's  tour/agreement  will  be  extended  by  the  period  of  leave 
advanced,  which  will  not  count  as  resident  service. 

(2)  (Deleted) 


1227  -  1229 


ANNUAL  LEAVE  FOR  OFFICERS  ON  OVERSEAS  TERMS 
(CSRs  1230  - 1239) 


Annual  leave  rates 

1230  (1)  Officers  on  vacation  leave  terms  taking  annual  leave  under  CSR 

1200(3)  or  on  annual  leave  terms  under  CSR  1201  will  be  eligible  for 
annual  leave  on  the  basis  of  each  12-month  eligibility  period  (e.g.  15 
July  1998  to  14  July  1999).  In  the  case  of  officers  on  permanent 
terms,  their  first  annual  leave  eligibility  period  in  a  tour  will  start 
from  the  same  date  as  the  tour,  except  officers  who  have  taken 
annual  leave  in  their  current  tour  as  at  5  August  1993.  For  officers  in 
this  exceptional  category,  they  will  remain  on  their  current  annual 
leave  eligibility  periods  counting  on  a  numerical  year  basis  (e.g.  1 
January  1998  to  31  December  1998)  until  they  start  their  next  tour,  or 
the  eligibility  periods  are  adjusted  under  CSR  1233(2).  In  the  case  of 
agreement  officers,  their  annual  leave  eligibility  periods  will  relate  to 
each  12-month  period  of  their  agreement,  unless  specifically  stated 
otherwise  in  their  terms  of  appointment  (also  see  CSR  1233(2)). 
Annual  leave  (comprising  a  basic  leave  and  an  overseas  addition)  is 
granted  within  each  12-month  eligibility  period  as  follows  - 


Amendment  No.  17(54)/2001 


CHAPTER  VIII  -  LEAVE 


1230  (1) 

(Cont'd) 

Category  of  officers 
(see  Note) 

Basic 

leave 

Overseas 

addition 

Total 

(a) 

Officers  on  the  Directorate 
Pay  Scale  and  MPS  45-49 
or  equivalent 

25 

20 

45 

(b) 

Officers  on  MPS  34-44  or 
equivalent 

(i)  Aged  40  or  over,  or 
aged  35-39  with  10 
years’  service  or  more 

25 

11 

36 

(ii)  Aged  below  40,  except 

17 

10 

27 

those  aged  35-39  with 
10  years’  service  or 
more 

Note-  (i)  For  the  purposes  of  this  Regulation,  “service”,  apart 
from  referring  to  service  with  the  Hong  Kong 
Government/Government  of  the  Hong  Kong  Special 
Administrative  Region,  also  includes  sendee  before  1 
July  1997  in  a  British  overseas  territory  and  in  a  post 
that  carried  eligibility  for  membership  of  Her 
Majesty’s  Overseas  Civil  Service  of  the  British 
Government,  and  must  normally  have  been 

continuous. 

(ii)  See  CSR  1103(5)  for  leave  which  count  as  qualifying 
sendee  for  higher  leave  earning  rates. 

(iii)  An  officer  who  becomes  eligible  for  a  higher  leave 
earning  rate  in  the  course  of  a  12-month  eligibility 
period  will,  with  immediate  effect,  earn  leave  at  the 
appropriate  higher  rate.  An  officer  who  has  already 
taken  his  annual  leave  before  becoming  eligible  for 
the  higher  leave  earning  rate  through  promotion  will 
be  credited  with  the  extra  number  of  days  of  leave  due 
to  him  in  respect  of  the  12-month  eligibility  period, 
which  may  be  taken  in  combination  with  his  future 
annual  leaves  or  on  finally  leaving  the  sendee,  subject 
to  CSR  1260. 


Amendment  No.  17(55)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


May  2001 


May  2001 


May  2001 


1230  (1)  Note-  (iv)  See  CSR  1233(2)  for  arrangements  in  respect  of  study 

(Cont'd)  leave,  advance  vacation  leave/overseas  addition/basic 

leave  or  unpaid  leave  taken  during  an  annual  leave 
eligibility  period. 

(v)  Where  the  fined  eligibility  period  is  not  in  multiple  of 
12  months,  the  annual  leave  will  be  granted  on  a  pro 
rata  basis,  e.g.  the  fined  eligibility  period  of  an  officer 
who  is  offered  a  28-month  agreement  will  cover  the 
last  16  months  of  the  agreement.  The  annual  leave  for 
the  period  concerned  should  be  calculated  on  a  pro 
rata  basis  similar  to  the  method  as  illustrated  in 
paragraph  1(g)  of  Annex  8.13. 

(2)  An  officer  on  permanent  terms  taking  annual  leave  will  not  earn 
vacation  leave  for  the  relevant  12-month  eligibility  period.  However, 
the  leave  account  of  an  officer  on  90%  pensionability  earning 
vacation  leave  at  the  rate  of  78  days  per  annum  under  CSR  1220  will 
be  credited  with  19  days  vacation  leave  in  respect  of  each  eligibility 
period  in  which  he  takes  annual  leave. 


1231 


Rules  for  taking  annual  leave 

1232  (1)  Officers  on  permanent  terms 

Subject  to  the  exigencies  of  the  service,  an  officer  may  apply  to  take 

annual  leave  at  any  time  during  a  12-month  eligibility  period  in 

accordance  with  the  following  rules  - 

(a)  An  officer  is  not  eligible  for  annual  leave  in  the  final  eligibility 
period  of  his  final  tour  before  proceeding  on  pre-retirement 
leave,  irrespective  of  the  duration  of  the  eligibility  period. 

(b)  Annual  leave  may  be  split  into  no  more  than  two  portions,  with 
both  portions  taken  within  each  12-month  eligibility  period 
except  as  provided  under  sub-paragraph  (f)  below. 

(c)  Annual  leave  should  be  taken  in  whole  days  and  spent  outside 
Hong  Kong  except  as  provided  in  CSR  1237. 

(d)  Annual  leave  may  not  be  accumulated.  Any  untaken  days  of 
annual  leave  lapse  except  as  provided  in  CSR  1235. 


Amendment  No.  17(56)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


May  2001 


May  2001 


May  2001 


1232  (1)  (e)  The  approving  authority  in  CSR  1102  may,  at  his  discretion, 

(Cont'd)  allow  an  officer  taking  annual  leave  to  combine  his  annual  leave 

with  his  other  earned  leave  subject  to  CSR  1233(2).  In  the  case 
of  an  officer  re-employed  after  retirement  under  CSRs  270,  275 
or  277  with  a  balance  of  leave  deferred  to  be  taken  when  he 
finally  leaves  the  service,  he  may  apply  for  the  deferred  leave  to 
be  used  for  this  purpose  provided  that  he  has  used  up  his  earned 
casual  and  vacation  leave.  The  leave  approving  authority 
should  ensure  that  when  such  combined  leave  is  approved,  the 
Director  of  Accounting  Services  is  informed  of  the  salary  and 
pension/gratuity  which  the  deferred  leave  should  attract. 

(f)  The  approving  authority  in  CSR  1102  may  approve  deferment 
of  annual  leave  (and  split  annual  leave  if  applicable)  to  the  next 
annual  leave  eligibility  period  on  operational  grounds. 
Deferment  of  annual  leave  (or  split  annual  leave)  on  personal 
grounds  may  also  be  approved  provided  that  the  deferred  leave 
commences  within  the  first  90  days  of  the  next  annual  leave 
eligibility  period.  (See  also  CSR  1235.)  The  deferred  leave 
should  be  taken  before  the  officer  takes  any  annual  leave  for  the 
next  eligibility  period. 


(g)  Before  an  officer  takes  annual  leave,  he  must  complete  the 
requisite  leave  application  form.  Approval  of  the  exact  period 
when  an  officer  may  take  annual  leave  is  at  the  discretion  of  the 
approving  authority,  to  ensure  that  the  service,  particularly  in 
the  more  senior  ranks,  is  adequately  staffed  at  all  times.  The 
approving  authority  should  send  the  Civil  Service  Bureau  a 
copy  of  the  approved  application  form. 


(h)  (Deleted) 


(2)  Officers  on  agreement  terms 

(a)  Subject  to  the  exigencies  of  the  service,  officers  on  agreement 
terms  may  apply  to  take  annual  leave  at  any  time  during  a  12- 
month  eligibility  period.  The  arrangements  for  taking  annual 
leave  generally  follow  (l)(b)-(g)  above  (also  see  (c)  to  (e) 
below). 

(b)  (Deleted) 


Amendment  No.  17(57)/2001 


CHAPTER  VIII  -  LEAVE 


If  for  personal  reasons  an  agreement  officer  does  not  take 
annual  leave,  he  will  not  earn  vacation  leave  for  the  relevant  12- 
month  eligibility  period  and  the  annual  leave  will  lapse  at  the 
end  of  the  period  (see  CSR  1375(6)  for  passages). 

Regarding  (l)(f)  above,  the  annual  leave  for  an  officer's  final 
eligibility  period  prior  to  leaving  the  service  may,  on 
operational  or  personal  grounds,  also  be  deferred  until 
immediately  after  the  expiry  of  the  agreement.  Such  deferred 
leave  will  not  constitute  an  extension  of  the  officer's  final 
eligibility  period/agreement.  The  leave  and  passage  entitlement 
for  his  final  eligibility  period/agreement  will  not  be  increased  as 
a  result  of  the  deferment  of  leave. 

For  an  agreement  officer  whose  agreement  is  not  in  multiple  of 
12  months  or  whose  agreement  is  extended/shortened,  his  case 
should  be  referred  to  the  Secretary  for  the  Civil  Service  for 
determination  of  his  leave  entitlement  (to  be  calculated  on  a  pro 
rata  basis)  and  the  duration  of  his  eligibility  period  before  the 
offer  letter  is  issued  or  the  extension/shortening  of  agreement  is 
approved.  (See  CSR  1375(9)(a).) 

Annual  leave  calculation 

1233  (1)  Annual  leave  is  calculated  on  a  calendar-day  basis  with  the  whole 

period  of  absence  from  duty  counting  as  leave,  notwithstanding  that 
there  are  intervening  Sundays  and  public  holidays  and  that  the  leave 
may  commence  or  end  on  a  Sunday  or  public  holiday. 

June  2001  (2)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 

period  - 

(a)  study  leave  and/or  unpaid  leave; 

(b)  vacation  leave/overseas  addition/basic  leave,  excluding  that 
combined  with  annual  leave  under  CSR  1232(l)(e)  (see  (c) 
below);  or 

(c)  over  90  days  of  leave  in  total  (in  this  context,  leave  refers  to 
casual  leave,  annual  leave  and/or  other  types  of  accrued  leave 
combined  with  annual  leave), 

the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 
applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 
in  (a)  and  (b)  above,  and  any  days  in  excess  of  90  days  in  respect  of 
the  leave  in  (c)  above.  (See  also  CSR  1375(7).)  Where  the 
adjustment  renders  the  final  eligibility  period  incomplete  (e.g.  an 
agreement  officer  whose  agreement  is  not  extended  to  make  up  for  a 
complete  eligibility  period;  the  service  of  an  officer  on  permanent 
terms  cannot  go  beyond  the  normal  retirement  age),  the  Head  of 
Department/Head  of  Grade  should  seek  the  advice  from  the  Secretary 
for  the  Civil  Service  on  the  officer's  leave  entitlement  (to  be 
calculated  on  a  pro  rata  basis)  in  respect  of  the  officer's  final 
eligibility  period. 


1232  (2)  (c) 

(Cont'd) 


May  2001  (d) 


May  2001  (e) 


Amendment  No.  48/2001 


CHAPTER  VIII  -  LEAVE 


May  2001  1233  (3)  If  an  officer  on  agreement  terms  leaves  the  service  before  completing 

(Cont'd)  the  12-month  eligibility  period  and  is  granted  earned  leave,  the 

annual  leave  for  the  final  eligibility  period  will  be  calculated  on  a  pro 
rata  basis  (similar  to  the  method  illustrated  in  paragraph  1(g)  of 
Annex  8.13).  His  annual  leave  balance  will  be  adjusted  accordingly. 
Any  debit  balance  will  be  treated  as  unpaid  leave  and  the  Director  of 
Accounting  Services  will  collect  an  appropriate  refund  of  salary  and 
allowances  from  the  officer.  (See  CSR  1341,  1352  and  1372  for 
passages  in  such  circumstances.) 

1234 


Curtailment  of  annual  leave 

1235  If  an  officer  is  unable  to  take  all  his  annual  leave  due  to  operational  needs, 
the  approving  authorities  for  leave  (see  CSR  1102)  may  permit  him  to 
curtail  his  annual  leave.  Such  an  application  should  normally  be 
submitted  before  an  officer  proceeds  on  annual  leave.  If  approved,  the 
untaken  days  will  be  carried  forward  and  credited  as  his  vacation  leave, 
which  may  be  taken  with  his  subsequent  annual  leaves  in  accordance  with 
CSR  1232(l)(e),  or  on  finally  leaving  the  service  subject  to  CSR  1260. 

1236 


Amendment  No.  17(59)/2001 


CHAPTER  VIII  -  LEAVE 


Feb  2015 


May  2001 


Permission  to  spend  vacation/annual  leave  in  Hong  Kong 

1237  (1)  An  officer  who  spends  his  vacation  leave  or  annual  leave  in  Hong 

Kong  will  have  his  leave  subject  to  forfeiture,  except  as  provided 
below  - 

(a)  when  such  leave  is  taken  in  lieu  of  half-pay  or  unpaid  sick  leave 
(CSR  1278),  unpaid  maternity  leave  (CSR  1297(2)  and  (5))  or 
unpaid  paternity  leave  (CSR  1296(2)(b)); 

(b)  when  it  is  an  officer’s  final  leave  taken  immediately  before 
leaving  the  service;  and 

(c)  irrespective  of  whether  the  leave  is  split,  up  to  7  days  of  an 
officer's  vacation  leave  and/or  annual  leave  in  each  eligibility 
period  may  be  spent  in  Hong  Kong  without  forfeiture.  This 
limit  is  inclusive  of  periods  of  transit,  and  any  leave  spent  in 
Hong  Kong  in  respect  of  vacation  leave  taken  in  advance  under 
CSR  1226  and  split  annual  leave  taken  under  CSR  1232(l)(b). 
(The  day  of  departure  from  Hong  Kong  and  the  day  of  arrival  in 
Hong  Kong  are  not  counted  as  leave  spent  in  Hong  Kong.) 

An  officer  may  apply  to  the  leave  approving  authorities  (see  CSR 
1102)  to  exceed  the  7 -day  limit  in  (c)  above  but  the  forfeiture 
formula  in  (2)  below  will  apply. 

(2)  The  forfeiture  formula  is  as  follows  - 


a  =  b  x 


c 

d 


where  a  =  number  of  days  of  leave  forfeited 


b  =  number  of  days  of  leave  spent  in  Hong  Kong 
c  =  overseas  addition  rate 


d  =  basic  leave  rate 


(3)  (Deleted) 


1238-  1239 


Amendment  No.  4(6/2015 


CHAPTER  VIII  -  LEAVE 


FLEXIBLE  VACATION  LEAVE  FOR  OFFICERS  ON  OVERSEAS  TERMS 
(CSRs  1240  - 1259) 


Flexible  vacation  leave  earning  rates  and  accumulation  limits 

1240  (1)  Officers  on  flexible  vacation  leave  terms  (CSR  1202)  are  eligible  for 

‘basic  leave’  and  ‘overseas  addition’.  Both  basic  leave  and  overseas 
addition  are  earned  per  day  of  resident  service.  The  formula  for 
calculating  basic  leave/overseas  addition  earned  in  a  period  is  as 
follows  - 


Number  of  days  of  resident 
service  in  the  period 


Number  of  days  of 
basic  leave/overseas  addition 
per  year  of  resident  service 
365 


Note  - 

See  CSR  1103(1)  for  leave  counting  as  resident  service  and  CSR 
1103(5)  for  leave  counting  as  qualifying  sendee  for  higher  leave 
earning  rates. 

(2)  The  leave  earning  rates  and  basic  leave  accumulation  limits  for 
different  categories  of  officers  are  - 


(a) 


(b) 


(c) 


Number  of  days  of 
leave  per  year  of 
resident  service 

Basic  leave 
accumulation 


Category  of  officers 

Basic 

leave 

Overseas 

addition 

limit 

(days) 

Officers  aged  40  or  over, 
or  aged  35-39  with  10 
years’  service  or  more 

(i)  100%  pensionable 

39 

25 

180 

(ii)  90%  pensionable 

48 

33 

180 

Officers  (100% 

30 

19 

120 

pensionable)  aged  under 
40,  excluding  those  aged 
35-39  with  10  years’ 
service  or  more 

(deleted) 


Amendment  No.  17(61)/2001 
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May  2001 


May  2001 


May  2001 


May  2001 


1240  (2)  Note  -  (i)  For  the  purposes  of  this  Regulation,  "sendee"  apart 

(Corn'd)  from  referring  to  sendee  with  the  Hong  Kong 

Government/Government  of  the  Hong  Kong  Special 
Administrative  Region,  also  includes  service  before  1 
July  1997  in  a  British  overseas  territory  and  in  a 
post  that  carried  eligibility  for  membership  of  her 
Majesty's  Overseas  Civil  Sendee  of  the  British 
Government,  and  must  normally  have  been 
continuous. 

(ii)  An  officer  who  becomes  eligible  for  a  higher  leave 
earning  rate  in  the  course  of  a  tour  will,  with 
immediate  effect,  earn  leave  at  the  appropriate 
higher  rate. 

(iii)  The  leave  earning  rates  at  (a)(ii)  apply  to  officers 
who  exercised  their  right  of  option,  associated  with 
90%  pensionability,  under  Establishment  Circular 
No.  2/67  dated  5  January  1967  ( see  Annex  8.1). 

(iv)  For  officers  re-employed  after  retirement  under 
CSRs  270,  275  or  277,  the  basic  leave  accumulation 
limit  does  not  include  any  leave  balance  accrued 
prior  to  their  retirement. 

(3)  An  officer  will  not  earn  further  basic  leave  once  his  basic  leave 
balance  reaches  the  leave  accumulation  limit  specified  in  (2)  above 
and  so  long  as  it  remains  at  the  limit. 


1241 


Rules  for  taking  basic  leave 

1242  (1)  Basic  leave  taken  during  a  tour/agreement  will  count  as  part  of  the 

tour/agreement  for  the  purpose  of  calculating  the  due  date  for  taking 
overseas  addition  (see  CSRs  1202(2)  and  1252(1)).  When  basic 
leave  is  taken  immediately  after  end-of-tour/agreement  overseas 
addition,  the  basic  leave  will  be  counted  as  part  of  the  next 
tour/agreement  (see  also  (4)  below).  For  an  officer  in  his  final 
tour/agreement  prior  to  leaving  the  service,  approval  may  be  given 
for  his  basic  leave  to  be  deferred  immediately  after  the  expiry  of  the 
final  tour/agreement.  Such  deferred  leave  will  not  constitute  an 
extension  of  his  final  tour/agreement.  The  leave  and  passage 
entitlement  for  his  final  tour/agreement  will  not  be  increased  as  a 
result  of  the  deferment  of  leave. 

(2)  Basic  leave  may  be  spent  in  Hong  Kong  without  forfeiture. 


Amendment  No.  17(62)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001  1242  (3)  Basic  leave  may  be  taken  in  isolation,  or  in  combination  with 

(Cont'd)  overseas  addition.  An  officer  who  combines  basic  leave  with  end-of- 

to ur/agreement  overseas  addition  may  be  permitted  to  take  his 
passage  during  the  basic  leave  period,  with  the  passage  allowance 
and  any  associated  expenses  payable  at  the  prevailing  rates.  (See 
CSR  1320(5)  for  split  passage  arrangements.) 


(4)  Untaken  basic  leave  may  be  carried  forward,  subject  to  the  maximum 
accumulation  limit  in  CSRs  1240(2)  and  1260. 


Basic  leave  calculation 

June  2006  1243  (1)  Basic  leave  taken  in  isolation  is  calculated  in  accordance  with  the 

“12-day  rule”  in  CSR  1154.  If  it  is  combined  with  other  types  of 
leave  (other  than  paid  sick  leave),  the  whole  period  of  absence  will 
be  treated  as  continuous  leave  and  calculated  on  a  calendar  day  basis. 
In  this  context,  two  periods  of  leave  of  different  types  that  are 
intercepted  by  off-duty  Saturday  momings/aftemoons,  Sunday 
and/or  public  holidays  will  also  be  regarded  as  “taken  in 
combination”  with  the  off-duty  Saturday  mornings/aftemoons, 
Sundays  and/or  public  holidays  concerned  counting  as  leave. 

(2)  The  basic  leave  balance  of  an  officer  should  be  calculated  and 
recorded  on  each  occasion  the  officer  resumes  duty  after  taking  basic 
leave.  It  should  be  kept  down  to  two  decimal  places.  When  an 
officer  leaves  the  service,  his  leave  balance  should  be  calculated  up 
to  the  day  prior  to  the  commencement  of  his  final  leave  and  rounded 
up  from  0.5  and  above  and  rounded  down  from  below  0.5  to  a  whole 
day. 


1244  -  1245 

Advance  of  basic  leave 

1246  (1)  The  leave  approving  authorities  (see  CSR  1102)  may  advance  up  to 

12  days  basic  leave  to  an  officer  who  has  insufficient  earned  leave  to 
cover  the  period  of  absence.  Officers  must  exhaust  their  earned  leave 
before  they  take  the  advanced  leave.  If  the  officer  is  on  agreement 
terms,  the  advance  should  not  exceed  the  amount  of  leave  that  the 
officer  would  earn  during  the  remainder  of  the  current  agreement. 

(2)  The  basic  leave  taken  in  advance  will  be  debited  against  the  officer's 
future  leave  earnings.  If  the  officer  has  insufficient  leave  to  cover 
the  leave  advanced  when  he  leaves  the  service,  the  deficit  will  be 
treated  as  unpaid  vacation  leave  and  the  Director  of  Accounting 
Services  will  collect  an  appropriate  refund  of  salary  and  allowances 
from  the  officer. 


Amendment  No.  20/2006 


CHAPTER  VIII  -  LEAVE 


May  2001  1246  (3)  (Deleted) 

(Cont’d) 

1247  -  1251 


Rules  for  taking  overseas  addition 

1252  (1)  Overseas  addition  should  be  taken  on  completion  of  an  officer's 

tour/agreement,  the  end-date  of  which  may  be  adjusted  under  CSRs 
1203,  1204  or  1254. 

May  2001  (2)  Application  for  end-of-tour/agreement  overseas  addition  should  be 

made  on  the  requisite  application  form  and  submitted  to  the 
approving  authority  at  least  six  months  before  the  proposed  date  of 
departure. 

(3)  Overseas  addition  should  be  taken  in  whole  days  and  in  one  lot  at  the 
end  of  a  tour/agreement. 

May  2001  (4)  Overseas  addition  should  be  spent  outside  Hong  Kong  except  if  - 

Feb  2015  (a)  it  is  taken  in  lieu  of  half-pay  or  unpaid  sick  leave  (CSR  1278), 

unpaid  maternity  leave  (CSRs  1297(2)  and  (5))  or  unpaid 
paternity  leave  (CSR  1296(2)(b));  or 

(b)  it  is  an  officer’s  final  leave  before  leaving  the  service. 

(5)  Overseas  addition  may  not  be  accumulated.  Untaken  days  of 
overseas  addition  lapse  except  as  provided  under  CSR  1255. 


Overseas  addition  calculation 

1253  (1)  Overseas  addition  commences  on  the  day  immediately  following 

completion  of  an  officer’s  tour/agreement  (see  also  CSR  1252(1)).  It 
is  calculated  on  a  calendar  day  basis  with  the  whole  period  of 
absence  from  duty  counting  as  leave,  notwithstanding  that  there  are 
intervening  Sundays  and  public  holidays  and  that  the  leave  may 
commence  or  end  on  a  Sunday  or  public  holiday. 

(2)  The  overseas  addition  balance  of  an  officer  should  be  calculated  at 
the  end  of  each  tour  and  rounded  up  from  0.5  and  above  and  rounded 
down  from  below  0.5  to  a  whole  day. 


Amendment  No.  4(g)/2015 


CHAPTER  VIII  -  LEAVE 


Adjustment  of  due  date  for  overseas  addition 

1254  (1)  In  the  public  interest  (see  CSR  1322  for  passages) 

An  officer  is  normally  due  to  take  his  overseas  addition  at  the  end  of 
the  2.5-year  tour/agreement.  However,  the  leave  approving 
authorities  (see  CSR  1 102)  may  require  an  officer  to  bring  forward  or 
defer  his  departure  on  leave,  in  the  public  interest  or  on  medical 
grounds.  The  provisions  of  CSR  1224(1)  should  be  followed  in  the 
case  of  officers  on  agreement  terms. 

(2)  On  personal  grounds  (see  CSRs  1323  and  1324  for  passages) 

Subject  to  the  provisions  in  CSR  1224(3),  an  officer  on  probation  or 
permanent  terms  may  apply  to  the  leave  approving  authority  (CSR 
1102)  for  the  grant  of  overseas  addition  to  bring  forward  or  defer  his 
due  date  for  leave  on  personal  grounds.  The  provisions  of  CSR 
1224(2)  should  be  followed  in  the  case  of  an  officer  on  agreement 
terms. 

(3)  An  officer  who  has  his  due  date  for  overseas  addition  deferred  may 
earn  overseas  addition  beyond  the  original  due  date  in  accordance 
with  CSR  1224(4),  subject  to  CSR  1260. 

May  2001  (4)  (Deleted) 

Curtailment  of  overseas  addition 

1255  (1)  If  an  officer  is  unable  to  take  all  his  earned  overseas  addition  due  to 

operational  needs,  the  leave  approving  authorities  (see  CSR  1102) 
may  permit  him  to  curtail  his  leave  and  carry  forward  the  untaken 
days,  subject  to  CSR  1260. 

(2)  When  an  officer  has  a  credit  overseas  addition  balance  carried 
forward  from  a  previous  tour,  this  overseas  addition  balance  should 
be  taken  immediately  prior  to  taking  the  overseas  addition  earned 
during  the  current  tour.  If,  therefore,  an  officer  elects  to  take  less 
than  the  total  amount  of  overseas  addition  for  which  he  is  eligible, 
the  untaken  balance  will  be  treated  as  overseas  addition  earned 
during  the  tour  just  completed  and  liable  to  forfeiture  under  CSR 
1252(5). 


Amendment  No.  17(65)/2001 


CHAPTER  VIII  -  LEAVE 


Advance  of  overseas  addition  in  special  circumstances 

May  2001  (See  CSR  1204  on  extension  of  tour/agreement) 

1256  (1)  Overseas  addition  may  not  be  taken  before  the  tour/agreement  ends. 

In  exceptional  circumstances,  the  Secretary  for  the  Civil  Service  may 
permit  an  officer  who  has  exhausted  his  basic  leave  balance  to  take 
his  overseas  addition  during  the  tour/agreement.  Applications  should 
be  submitted  through  the  officer's  Head  of  Department,  and  Head  of 
Grade  where  appropriate. 

May  2001  (2)  In  the  case  of  a  married  officer  on  overseas  terms  who  wishes  to 

accompany  his  spouse  on  paid  leave  outside  Hong  Kong,  the  leave 
approving  authorities  (see  CSR  1102)  may,  after  the  officer  has 
exhausted  his  basic  leave  balance,  permit  him  to  take  his  earned 
overseas  addition  for  this  purpose.  If  this  is  insufficient,  the  officer 
may  apply  for  an  advance  of  basic  leave  (CSR  1246)  or  unpaid 
vacation  leave  (CSR  1 109(2))  to  cover  the  balance. 

(3)  Overseas  addition  taken  under  (1)  and  (2)  above  will  be  debited 
against  the  officer's  leave  balance,  and  where  appropriate,  against  his 
future  earnings,  on  the  understanding  that  if  the  officer  leaves  the 
service  before  earning  the  advance  leave,  he  will  repay  to  the 
Government  all  salary  and  allowances  in  respect  of  any  leave 
advanced  but  not  earned. 


1257  -  1259 


Amendment  No.  17(66)/2001 


CHAPTER  VIII  -  LEAVE 


MISCELLANEOUS  RULES  FOR  OFFICERS  ON  OVERSEAS  TERMS 

(CSRs  1260  - 1269) 

Maximum  limit  of  leave  granted  on  leaving  the  service 

May  2001  1260  Not  more  than  365  days  leave  may  be  granted  to  officer  on  finally  leaving 

the  service.  This  limit  is  inclusive  of  all  leave  accrued,  whether  in  the 
public  interest  or  otherwise,  but  is  exclusive  of  casual  leave.  For  officers 
re-employed  after  retirement,  VL  earned  during  the  re-employment  period 
will  be  kept  in  a  separate  account  subject  to  the  same  limit. 

1261  (Deleted) 


1262  On  return  from  end-of-tour/agreement  vacation  leave/overseas  addition  or 
annual  leave,  an  officer  is  required  to  complete  a  “Personal  Detail”  form 
(GF  114  or  CSB(LP)  Form  IB  as  appropriate)  as  soon  as  possible.  It  is 
the  responsibility  of  Heads  of  Department  to  see  that  this  is  done. 


Medical  examination  before  going  on  leave  (See  also  CSR  934) 

1263  If  an  officer  on  agreement  terms  has  accepted  a  further  agreement,  he 
should  be  examined  by  the  Medical  Examination  Board  only  if  his 
physical  fitness  for  further  service  is  in  doubt.  In  all  other  cases,  no 
medical  examination  is  necessary  before  an  officer  goes  on  end-of-tour 
leave.  However,  if  an  officer  wishes  to  see  a  consulting  physician  whilst 
on  leave,  he  may  request  a  Government  or  Hospital  Authority  medical 
officer  for  medical  information  by  issuing  a  ‘To  whom  it  may  concern’ 
letter.  Unless  prior  approval  is  obtained  from  the  Director  of  Health  under 
CSR  911,  the  cost  of  consultation  and  treatment  will  not  be  reimbursed. 


1264 


Officers  on  overseas  agreement  terms  on  MPS  34-44  or  equivalent  appointed 
before  1  August  1987 

May  2001  1265  (1)  Officers  on  overseas  agreement  terms  on  MPS  34  -  44  or  equivalent 

appointed  before  1  August  1987  on  vacation  leave  terms  may  remain 
on  such  terms  or  opt  irrevocably  to  transfer  to  annual  leave  terms  in 
accordance  with  Section  A  of  Annex  8.8. 


Amendment  No.  17(67)/2001 


CHAPTER  VIII  -  LEAVE 


May  2001 


May  2001 


1265  (2)  Officers  on  overseas  agreement  terms  on  MPS  33  or  below  or 

(Cont’d)  equivalent  appointed  before  1  August  1987  may,  on  reaching  MPS 
34  -  44  or  equivalent,  be  given  an  option  between  vacation  leave 
terms  and  annual  leave  terms  in  accordance  with  Section  B  of  Annex 
8.8. 


Officers  on  overseas  terms  on  MPS  33  and  below  or  equivalent  appointed 
before  15  June  1988 

1266  Officers  on  overseas  terms  on  MPS  33  and  below  or  equivalent  appointed 
before  15  June  1988  on  vacation  leave  terms  may  opt  irrevocably  to 
transfer  to  flexible  vacation  leave  terms  in  accordance  with  the  provisions 
in  Annex  8.9.  An  officer  who  does  not  exercise  his  option  by  the  end  of 
the  specified  option  period  will  remain  irrevocably  on  vacation  leave 
terms  so  long  as  he  is  on  MPS  33  and  blow  or  equivalent.  (See  also  CSR 
1205  for  arrangements  on  reaching  MPS  34  or  above  or  equivalent.) 

1267  (Deleted) 


1268  (Deleted) 


1269 


Amendment  No.  17(68)/2001 


CHAPTER  VIII  -  LEAVE 


June  2006 


June  2006 


May  2001 


SICK  LEAVE  (CSRs  1270-1295) 

Interpretation 

1270  For  the  purpose  of  Civil  Service  Regulations  on  sick  leave  - 

(a)  “officer”  refers  to  any  officer  except  those  who  are  provided  with 
other  sick  leave  benefits  as  specified  in  their  appointment  letters  or 
memoranda  on  conditions  of  service; 

(b)  “sick  leave”  means  any  period  during  which  an  officer  is  permitted 
to  be  absent  from  duty  on  account  of  illness  or  other  medical 
treatment  or  investigation  without  forfeiting  leave  of  any  other 
description.  Any  intervening  Sundays,  gazetted  general  holidays 
and  any  Saturday  momings/aftemoons  on  which  an  officer  is  not  due 
to  attend  for  duty,  are  counted  as  sick  leave  irrespective  of  the 
provision  under  CSR  1154(5)  (see  also  CSR  1109(3)); 

Note: 

Sundays,  gazetted  general  holidays,  Saturday  mornings/afternoons 
on  which  the  officer  is  not  due  to  attend  for  duty  are  “ intervening  ” 
when  they  fall  between  two  days  of  sick  leave. 

(c)  "Government  or  Hospital  Authority  medical  officer"  includes 
those  members  of  the  staff  of  the  University  of  Hong  Kong  and 
Chinese  University  of  Hong  Kong  who  are  also  Government 
consultants,  but  only  when  called  in  a  consulting  capacity  by  a 
Government  or  Hospital  Authority  medical  officer;  and 

(d)  “reckonable  service”  in  CSRs  1275-1276  includes  all  periods  spent 
in  or  outside  Hong  Kong  on  full  or  half  pay  except  periods  of 
continuous  sick  leave  (including  sick  leave  granted  on  the  grounds  of 
injury  on  duty  or  suffering  from  occupational  disease)  exceeding  31 
days. 


Paid  and  unpaid  sick  leave 

1271  Sick  leave  may  be  granted  in  half-day  units  on  full  pay  or  on  half  pay  or 
without  pay  (see  CSR  1109(2)  when  sick  leave  is  taken  together  with 
unpaid  vacation  leave).  Sick  leave  granted  on  full  or  half  pay  counts  as 
resident  service  for  the  purpose  of  earning  leave  (CSR  1 103). 


Amendment  No.  10/2012 


CHAPTER  VIII  -  LEAVE 


May  2014 


Dec  2006 


May  2001 


1272 


Grant  of  sick  leave  (see  also  CSRs  1288  and  1291) 


1273  (1)  The  authorities  for  the  grant  of  sick  leave  are  as  follows  - 


Category  of  officers  Authority 


(i)  Permanent  Secretaries 
and  Administrative 
Officers  holding  posts 
at  D8  or  equivalent 
rank 

(ii)  Heads  of  Department 
(other  than  (i)  above) 


(iii)  All  other  officers 


Secretary  for  the  Civil  Service, 
subject  to  prior  endorsement  of 
relevant  Directors  of  Bureau  (or 
supervising  officers  if  there  is 
no  relevant  Director  of  Bureau) 

Permanent  Secretaries  (or 
supervising  officers  if  there  is 
no  relevant  Permanent 
Secretary) 

Heads  of  Department 


When  an  officer  of  category  (i)  or  category  (ii)  is  absent  from  duty 
because  of  serious  illness  or  hospitalisation,  the  offices  of  the  Chief 
Secretary  for  Administration  or  the  Financial  Secretary  as  appropriate, 
the  Secretary  for  the  Civil  Service  and  the  appropriate  Permanent 
Secretary  should  be  informed  immediately  by  telephone. 


(2)  Sick  leave  (except  for  sick  leave  provided  under  CSR  1277  and  1286) 
may  be  granted  by  the  appropriate  authority  according  to  the  following 
rules  - 


(a)  As  a  concession,  sick  leave  not  exceeding  two  working  days  may 
be  granted  without  the  production  of  a  medical  certificate. 
However,  unless  the  authorising  officer  is  reasonably  confident 
that  the  officer  is  genuinely  sick,  he  has  discretion  to  withhold 
the  grant  of  sick  leave  not  supported  by  medical  certificate 
particularly  where  the  officer  concerned  applies  for  sick  leave 
frequently  or  in  a  regular  pattern  (e.g.  on  more  than  2  occasions 
per  month,  on  particular  working  days  in  a  week  or  on  particular 
occasions  regularly).  Departmental  Secretaries  must  watch  the 
application  of  this  concession  and  consider  withdrawal  in  any 
case  of  suspected  abuse  (see  also  CSR  1293).  Withdrawal  of  the 
concession  should  be  reviewed  on  a  quarterly  basis. 


Amendment  No.  22(a)/2014 


CHAPTER  VIII  -  LEAVE 


Dec  2009 


Dec  2006 


1273  (2)  (b)  Sick  leave  exceeding  2  working  days  may  be  granted  only  on 

(Corn’d)  receipt  of  a  medical  certificate,  a  hospital  admission  certificate, 

or  a  hospital  discharge  certificate  issued  by  Hospital  Authority 
medical  officers,  or  a  private  medical  practitioner’s  certificate 
subject  to  CSR  1291.  An  officer  is  responsible  for  passing  the 
certificate  to  his  Department’s  headquarters  or  the  designated 
unit  at  the  earliest  opportunity. 


(c)  Continuous  sick  leave  may  be  granted  under  this  Regulation  up 
to  a  maximum  of  91  days  at  any  one  time.  For  the  grant  of  sick 
leave  beyond  this  limit,  see  CSRs  1282  -  1284. 


(d)  For  the  purposes  of  Civil  Service  Regulations  on  the  grant  of 
sick  leave,  “medical  practitioner”  means  a  registered  medical 
practitioner,  a  registered  dentist  or  a  registered  Chinese  medicine 
practitioner. 


Amendment  No.  22(b)/2014 


CHAPTER  VIII  -  LEAVE 


Jul  2003 

June  2006 

May  2001 

Oct  2002 


1273  (3)  (Deleted) 

(Cont’d) 

(4)  Notwithstanding  (1)  and  (2)  above,  an  officer  who  has  commenced 
leave  of  other  types  is  not  eligible  for  the  grant  of  sick  leave  until  his 
approved  leave  expires,  except  as  provided  under  CSR  1286(1)  or 
1298(2). 

(5)  An  officer  may  resume  duty  before  the  expiry  of  any  sick  leave 
already  granted  provided  that  he  can  produce  medical  certificate  to 
prove  his  fitness  to  perform  duties. 


1274  (1)  When  a  Medical  Board  is  required  to  be  convened  under  CSR  1282, 

1283  or  1291,  the  Head  of  Department  will  consider  the  Board's 
recommendation  before  deciding  whether  sick  leave  should  be 
granted.  He  may  withhold  the  grant  of  sick  leave  to  the  officer 
unless  with  the  Board's  recommendation  to  grant  sick  leave  to  the 
officer  (see  CSR  1293). 

(2)  The  cooperation  of  the  officer  will  be  required  in  order  that  the  Board 
can  be  conducted  and  make  a  recommendation  to  the  Head  of 
Department,  and  the  Head  of  Department  can  consider  whether  sick 
leave  should  be  granted  or  other  action  should  be  taken.  Such 
cooperation  may  include  but  not  be  restricted  to:  giving  consent  to 
the  release  of  his  relevant  medical  records  kept  in  Government  or 
Hospital  Authority  hospitals/institutions  to  the  Medical  Board  and 
their  use  by  the  Medical  Board,  providing  his  other  relevant  medical 
records  to  the  Board,  attending  the  Board,  giving  consent  to  the  Head 
of  Department’s  representative(s)  to  attend  the  Board  where 
necessary,  and  giving  consent  to  the  release  of  the  Board’s  report  to 
the  Head  of  Department  and  the  use  of  the  Board’s  report  by  the 
Head  of  Department. 


Amendment  No.  22/2006 


CHAPTER  VIII  -  LEAVE 


Oct  2002  1274  (3)  Before  a  recommendation  is  received  from  the  Medical  Board,  the 

(Cont'd)  Head  of  Department  may  consider  granting  sick  leave  to  the  officer 

on  a  provisional  basis  if  he  is  reasonably  confident  that  the  officer  is 
genuinely  sick.  The  Head  of  Department  will  make  a  final  decision 
on  whether  sick  leave  should  be  granted  after  considering  the 
Medical  Board's  recommendation.  If  the  Head  of  Department 
subsequently  decides  not  to  grant  sick  leave  to  the  officer,  the  officer 
will  have  to  apply  retrospectively  for  earned  leave  or  unpaid  leave  in 
accordance  with  CSR  1293  to  cover  the  period  of  absence.  Any 
period  of  absence  not  covered  by  approved  leave  will  be  treated  as 
unauthorised  absence,  which  is  subject  to  disciplinary  action. 


Sick  leave  entitlement 


May  2001  1275  An  officer  who  has  4  years  reckonable  service  or  more  (see  CSR  1270(d)) 

may  be  granted  sick  leave  up  to  a  limit,  which  is  determined  by  deducting 
from  the  maximum  entitlement  of  182  days  on  full  pay  and  182  days  on 
half  pay,  any  paid  sick  leave  taken  in  the  4  calendar  years  immediately 
preceding  the  first  day  of  a  current  sick  absence. 


1276  (1)  An  officer  who  has  less  than  4  years  reckonable  service  (see  CSR 

1270(d))  may  be  granted  sick  leave  up  to  a  total  of  91  days  on  full 
pay  and  91  days  on  half  pay,  subject  to  the  condition  in  paragraph  (2) 
below. 

(2)  On  first  appointment,  an  officer  who  has  not  yet  passed  a  medical 
examination  and  been  classed  as  medically  fit,  may  be  granted  sick 
leave  up  to  14  days  on  full  pay  and  14  days  on  half  pay.  For  this 
purpose,  the  date  of  the  medical  examination  will  be  taken  as  the  date 
when  the  officer  is  classed  as  fit. 


Amendment  No.  31(b)/2002 


CHAPTER  VIII  -  LEAVE 


Dec  2009 

Jul  2003 
May  2001 

Jul  2003 


May  2001 


Oct  2002 


Sick  leave  not  counting  towards  normal  entitlement  under  CSRs  1275  -  1276 


1277  (1)  Sick  leave  granted  for  recovery  from  an  occupational  disease  or  for 

an  injury  on  duty  under  CSR  1286(1),  or  in  connection  with  organ  or 
bone  marrow  donation  operations  will  not  count  against  an  officer's 
normal  sick  leave  entitlement  provided  under  CSR  1275  or  1276. 

(2)  (Deleted) 

(3)  (Deleted) 

Grant  of  earned  leave  prior  to  half-pay  or  unpaid  sick  leave 

1278  (1)  Unless  he  wishes  otherwise,  an  officer  who  falls  sick  will,  on 

exhaustion  of  his  entitlement  to  sick  leave  on  full  pay  or  half  pay 
under  CSR  1275  or  1276,  be  granted  any  earned  leave  (by  the 
appropriate  authority  for  the  grant  of  such  leave)  for  which  he  is 
eligible  before  being  granted  half-pay  sick  leave  up  to  the  limit  in 
CSRs  1275  or  1276  or  unpaid  sick  leave  as  the  case  may  be.  In  the 
case  of  sick  leave  for  duty-related  injury  or  occupational  disease,  the 
officer  may  be  granted  earned  leave  for  which  he  is  eligible  on 
exhaustion  of  his  entitlement  for  full-pay  sick  leave  under  CSR 
1286(1)  before  the  grant  of  unpaid  sick  leave.  The  provisions  in 
CSRs  1275  and  1276  are  not  applicable  to  sick  leave  arising  from 
duty-related  injury  or  occupational  disease. 

(2)  The  following  arrangements  apply  to  the  earned  leave  under  (1) 
above  - 

(a)  The  provisions  in  CSR  1154  will  continue  to  apply  to  vacation 
leave  and  local  flexible  annual  leave  taken  by  an  officer  on 
local  terms  or  on  the  revised  vacation  leave  arrangements  under 
CSR  1196.  In  the  case  of  all  other  types  of  leave,  the  whole 
stretch  of  absence  from  duty  (including  intervening  off-duty 
days)  will  be  counted  as  leave  on  a  calendar  day  basis  except  as 
provided  in  CSRs  1213(2)  and  1243(1).  For  those  on  common 
terms  or  new  terms,  the  leave  will  continue  to  be  calculated  on 
a  working  day  basis  (CSR  1174  or  1164). 

(b)  In  the  case  of  an  officer  on  overseas  terms  or  an  officer  on  local 
terms  on  D4  and  above  or  equivalent,  the  leave  may  be  spent  in 
Hong  Kong  without  forfeiture  (see  CSRs  1192  and  1237). 

(c)  All  earned  leave  should  be  exhausted  in  one  stretch  before  half¬ 
pay  or  unpaid  sick  leave  may  be  granted. 


1279-  1281 


Amendment  No.  47/2009 


CHAPTER  VIII  -  LEAVE 


Jul  2003  Procedure  for  prolonged  sick  leave  granted  under  normal  entitlement 

(see  also  CSR  1284) 

Oct  2002  1282  If  an  officer  is  still  unfit  to  perform  his  duties  after  being  granted  91 

consecutive  days  sick  leave  under  CSR  1273(2)(c),  the  Head  of 
Department  will  request  the  Chief  Executive,  Hospital  Authority,  to 
appoint  a  Medical  Board  (see  CSR  940)  to  examine  the  officer  for  advice 
whether  he  should  be  granted  further  sick  leave,  or  be  invalided  from  the 
service  (see  CSRs  365-379),  or  whether  other  action  should  be  taken.  The 
Head  of  Department  may  withhold  the  grant  of  sick  leave  to  the  officer 
unless  with  the  Board's  recommendation  to  grant  sick  leave  to  the  officer 
(see  CSR  1274).  The  Head  of  Department  may,  after  considering  the 
Board's  recommendation,  grant  further  sick  leave  up  to  a  maximum  of  91 
days  on  full  pay,  on  half  pay  or  without  pay,  depending  upon  the  sick  leave 
for  which  the  officer  is  eligible  (see  CSRs  1275-1276).  Where  an  officer's 
Head  of  Department  differs  from  his  Head  of  Grade,  his  Head  of  Grade 
should  be  informed. 

Oct  2002  1283  If  the  officer  is  still  unfit  for  duty  after  being  granted  182  consecutive  days 

sick  leave  under  CSR  1282,  a  further  Medical  Board  should  be  arranged, 
and  thereafter  at  intervals  of  three  months  (or  at  such  shorter  or  longer 
intervals  as  the  Head  of  Department  may  decide  in  consultation  with  the 
Chief  Executive,  Hospital  Authority).  The  Head  of  Department  may 
withhold  the  grant  of  sick  leave  to  the  officer  unless  with  the  Board's 
recommendation  to  grant  sick  leave  to  the  officer  (see  CSR  1274).  On 
each  occasion,  if  the  Board  considers  that  there  is  still  a  reasonable  chance 
of  the  officer  becoming  well  enough  to  resume  duty,  the  Head  of 
Department,  on  the  recommendation  of  the  Board,  may  grant  up  to  a 
further  91  days  sick  leave  on  half  pay  or  without  pay,  depending  upon  the 
limits  specified  in  CSRs  1275-1276.  Where  an  officer's  Head  of 
Department  differs  from  his  Head  of  Grade,  his  Head  of  Grade  should  be 
informed. 


Supplementary  sick  leave 

1284  Where  an  officer  is  suffering  from  an  illness  of  very  long  duration  and  the 
advice  of  a  Medical  Board  is  that  there  is  a  reasonable  prospect  that  the 
officer  will  later  be  able  to  discharge  his  duties  satisfactorily,  the  Secretary 
for  the  Civil  Service  may,  at  his  discretion,  grant  supplementary  sick  leave 
on  full  pay  or  half  pay  regardless  of  the  officer's  normal  entitlement  to  sick 
leave.  However,  the  officer  should  normally  have  exhausted  his/her 
earned  leave  before  the  grant  of  supplementary  sick  leave  is  considered. 

1285 


Amendment  No.  21(b)/2003 


CHAPTER  VIII  -  LEAVE 


Jul  2003 

Dec  2006 


Jul  2003 


Sick  leave  for  officers  injured  on  duty  or  suffering  from  occupational  disease  (see 

also  CSR  1277(1)  and  Annex  4.5) 

1286  (1)  An  officer  who  is  injured  as  a  result  of  an  accident  attributable  to  the 

nature  of  his  duties  and  not  caused  by  his  own  serious  and  wilful 
misconduct  or  is  suffering  from  an  occupational  disease  may  be 
granted  full-pay  sick  leave  by  the  appropriate  authority  during  a 
maximum  of  24-month  period  from  the  commencement  of  sick  leave 
related  to  the  injury  or  disease  as  provided  under  the  Employees’ 
Compensation  Ordinance.  The  officer  may  be  granted  further  full- 
pay  sick  leave  of  up  to  12  months  within  the  next  12-month  period,  as 
may  be  allowed  by  the  Court,  or  approved  personally  by  the 
Permanent  Secretary/Head  of  Department  or  Grade  if  he  is  satisfied 
with  the  medical  evidence  and  reasons  put  forward  by  the  officer. 
Beyond  the  aforesaid  period(s),  any  further  sick  leave  related  to  the 
injury  or  occupational  disease  will  not  attract  pay  and  CSR  1278  will 
apply.  However,  any  sick  leave  unrelated  to  his  injury  or 
occupational  disease  may  be  granted  under  his  normal  sick  leave 
entitlement  as  provided  in  CSR  1275  or  1276  and  be  dealt  with  in 
accordance  with  the  regulations  governing  the  grant  of  normal  sick 
leave. 

(2)(a)  If  an  investigation  is  necessary  to  establish  whether  the  accident  is 
attributable  to  the  nature  of  his  duties  and  not  caused  by  the  officer’s 
own  serious  and  wilful  misconduct,  or  to  establish  whether  the  officer 
is  suffering  from  occupational  disease,  the  officer  should  be  given  the 
benefit  of  doubt  and  be  granted  sick  leave  on  full  pay  under  CSR 
1286(1)  pending  the  outcome  of  the  investigation.  If  it  is 
subsequently  established  that  the  accident  is  not  duty-related  or  the 
officer  is  not  suffering  from  occupational  disease,  the  sick  leave  (with 
medical  evidence)  should  be  counted  against  his  normal  sick  leave 
entitlement  under  CSR  1275  or  1276  retrospectively  if  necessary.  If 
the  accident  is  attributable  to  the  officer’s  own  serious  and  wilful 
misconduct,  the  grant  of  sick  leave  under  CSR  1286(1)  should  be 
withheld  and  CSR  1293  will  apply,  retrospectively  if  necessary.  All 
correspondence  under  this  regulation  should  be  copied  to  the 
Commissioner  for  Labour  who  is  responsible  for  follow  up  action.  In 
the  case  of  occupational  disease,  if  the  officer’s  Head  of  Department 
is  not  the  Head  of  Grade  of  the  officer  concerned,  the  relevant  Head 
of  Grade  should  be  informed. 

(b)  Where  hospitalisation  is  involved  but  it  is  subsequently  established 
under  CSR  1286(2)(a)  that  the  accident  is  not  duty-related,  or  the 
accident  is  attributable  to  the  officer’s  own  serious  and  wilful 
misconduct,  or  the  officer  is  not  suffering  from  occupational  disease, 
the  Permanent  Secretary/Head  of  Department  should  inform  the  Chief 
Executive,  Hospital  Authority  that  CSR  924(a)  is  not  applicable. 


Amendment  No.  71(a)/2006 


CHAPTER  VIII  -  LEAVE 


Dec  2006 


Dec  2006 


1286  (2)(c)  The  requirement  under  CSR  940(d)  is  not  applicable  to  sick  leave 

(Cont’d)  granted  to  officers  injured  on  duty  or  suffering  from  an 

occupational  disease.  However,  if  the  Permanent  Secretary/Head 
of  Department  has  doubts  on  whether  the  sick  leave  applied  for  is 
related  to  an  injury  on  duty  or  an  occupational  disease,  he  may 
request  the  Chief  Executive,  Hospital  Authority  to  appoint  a 
Medical  Board  under  CSR  940(e).  The  cooperation  of  the  officer 
is  required  by  giving  consent  to  the  release  of  his  relevant  medical 
records  kept  by  Government  or  Hospital  Authority 
hospitals/institutions  to  the  Medical  Board  and  their  use  by  the 
Medical  Board,  providing  his  other  relevant  medical  records  to  the 
Board,  attending  the  Board,  giving  consent  to  the  Permanent 
Secretary/Head  of  Department’s  representative(s)  to  attend  the 
Board  where  necessary,  and  giving  consent  to  the  release  of  the 
Board’s  report  to  the  Permanent  Secretary/Head  of  Department  and 
the  use  of  the  Board’s  report  by  the  Permanent  Secretary/Head  of 
Department. 

(d)  Pending  the  outcome  of  the  Medical  Board,  the  officer  should  be 
given  the  benefit  of  doubt  and  be  granted  sick  leave  on  full  pay 
under  CSR  1286(1)  within  the  24-month  period  from  the 
commencement  of  sick  leave  related  to  the  injury  or  disease. 
Further  sick  leave  that  falls  within  the  next  12-month  period  will 
not  attract  pay  and  CSR  1278  should  apply.  (See  also  CSR 
1286(2)(e)). 

(e)  If  it  is  established  by  the  Medical  Board  that  the  sick  leave  is  not 
related  to  the  injury  on  duty  or  an  occupational  disease,  and 

(i)  for  cases  where  assessment  has  not  yet  been  made  by  the 
Employees’  Compensation  Assessment  Board  appointed  by 
the  Commissioner  for  Labour  under  the  Employees’ 
Compensation  Ordinance,  the  advice  of  the  Medical  Board 
should  be  forwarded  to  the  Labour  Department  for  follow-up 
action,  and  the  officer  should  continue  be  given  the  benefit  of 
doubt  and  granted  sick  leave  on  full  pay  under  CSR  1286(1) 
in  respect  of  sick  leave  within  the  24-month  period  from  the 
commencement  of  sick  leave  related  to  the  injury  on  duty  or 
occupational  disease.  Further  sick  leave  that  falls  within  the 
next  12-month  period  should  not  attract  pay  and  CSR  1278 
should  apply,  unless  where  there  is  a  Court  ruling  or  where 
the  Permanent  Secretary/Head  of  Department  is  satisfied  with 
the  subsequent  advice  of  the  Employees’  Compensation 
Assessment  Board  that  the  sick  leave  is  related  to  the  injury 
on  duty  or  occupational  disease.  Any  subsequent  adjustment 
of  sick  leave,  retrospectively  if  necessary,  should  be  dealt 
with  in  accordance  with  CSR  1286(1); 


Amendment  No.  71(b)/2006 


CHAPTER  VIII  -  LEAVE 


Jul  2003 


May  2001 


1286  (2)  (e)  (ii)  for  cases  where  the  assessment  has  already  been  made  by 

(Corn'd)  the  Employees'  Compensation  Assessment  Board 

appointed  by  the  Commissioner  for  Labour  under  the 
Employees'  Compensation  Ordinance,  the  sick  leave  (with 
medical  evidence)  should  be  counted  against  the  officer's 
normal  sick  leave  entitlement  under  CSR  1275  or  1276 
retrospectively  if  necessary,  and  be  dealt  with  in 
accordance  with  the  regulations  governing  the  grant  of 
normal  sick  leave. 


(3)  Where  circumstances  justified,  the  Permanent  Secretary/Head  of 
Department  may  request  the  Chief  Executive,  Hospital  Authority  to 
appoint  a  Medical  Board  (see  CSR  940(a))  to  ascertain  whether  an 
officer  who  suffers  from  an  injury  on  duty  or  an  occupational  disease 
is  still  fit  to  perform  his  principal  duties  or  is  suitable  for  continued 
employment. 


1287  (Deleted) 


Grant  of  sick  leave  to  an  officer  outside  Hong  Kong 

1288  (1)  If,  on  account  of  sickness,  an  officer  outside  Hong  Kong  is  unable  to 

return  to  Hong  Kong  for  duty,  he  should  notify  his  Head  of 
Department  immediately  and  send  a  medical  certificate,  which 
should  be  issued  by  a  medical  practitioner,  by  mail  or  fax  to  reach  his 
department  within  14  days  from  the  date  when  he  should  have 
resumed  duty. 

(2)  If  the  Director  of  Health  is  unable  to  establish  from  the  medical 
certificate  whether  sick  leave  should  be  granted,  the  department 
should  explain  to  the  officer  in  writing  the  reason  why  his  medical 
certificate  is  insufficient  for  the  Director  of  Health  to  take  a  view  and 
request  him  to  submit,  by  mail  or  fax,  within  21  days  from  the  date 
of  issue  of  the  department’s  letter,  a  new  certificate  with  all  the 
relevant  information,  such  as  the  nature  of  his  illness,  its  duration, 
treatment  given  and  prognosis. 

(3)  A  Head  of  Department  may,  on  the  advice  received  from  the  Director 
of  Health,  grant  sick  leave  on  full  pay  to  an  officer  up  to  the  limit 
under  CSR  1275/1276.  Further  sick  leave  on  half  pay  may  be 
granted  subject  to  the  limit  under  CSR  1275/1276  if  there  is  reason  to 
believe  that  the  officer  will  ultimately  be  fit  to  return  for  further 
service. 


Amendment  No.  21(e)/2003 


CHAPTER  VIII  -  LEAVE 


If  the  officer’s  medical  certificate  required  under  (1)  above  does  not 
reach  the  department  within  14  days  from  the  expiry  of  his  approved 
leave,  or  if  the  officer’s  medical  certificate  required  under  (2)  above 
does  not  reach  the  department  within  21  days  from  the  date  of  issue 
of  the  department’s  letter  requesting  the  submission  of  a  new 
certificate,  or  if  the  second  medical  certificate  still  contains 
insufficient  information  for  the  Director  of  Health  to  take  a  view,  or 
if  the  Director  of  Health  advises  that  sick  leave  should  not  be  granted, 
the  department  will  immediately  make  arrangements  to  withhold 
payment  of  salary  and  allowances  to  the  officer.  In  these 
circumstances,  the  period  since  the  expiry  of  the  officer’s  approved 
leave  will  be  regarded  as  unauthorised  absence  unless  subsequent 
investigation  substantiates  that  there  has  been  no  abuse  on  the  part  of 
the  officer. 

Dec  2006  (5)  If  the  officer  returns  to  Hong  Kong,  he  should  be  examined  by  a 

Government  or  Hospital  Authority  medical  officer  or  a  Medical 
Board.  Depending  on  the  results  of  the  examination,  the  officer  may 
be  granted  sick  leave  retrospectively  subject  to  the  limit  under  CSR 
1275/1276  and  his  salary  and  allowances,  if  any,  will  be  adjusted  to 
take  account  of  any  underpayment  or  overpayment  during  the  period 
of  his  absence.  If  sick  leave  is  not  granted,  the  officer  should 
immediately  apply  for  earned  leave,  or  unpaid  leave  if  he  has  an 
insufficient  leave  balance,  to  cover  the  period  of  absence.  The 
application  is  subject  to  the  normal  rules  for  granting  such  leave. 
Any  period  of  absence  not  covered  by  approved  leave  will  be  treated 
as  unauthorised  absence,  which  is  subject  to  disciplinary  action. 

1289-  1290 

Withholding  the  grant  of  sick  leave 

Oct  2002  1291  If  a  Head  of  Department  considers  that  an  officer  is  abusing  the  privilege  of 

obtaining  sick  leave,  he  may,  subject  to  quarterly  review,  require  the  officer 
to  attend  before  a  Government  or  Hospital  Authority  medical  officer,  or  a 
particular  Government  or  Hospital  Authority  medical  officer,  or  to  attend  a 
particular  Government  or  Hospital  Authority  clinic,  on  each  occasion  the 
officer  wishes  to  take  sick  leave.  In  these  circumstances,  sick  leave  may  be 
granted  to  the  officer  only  on  his  production  of  medical  certificates  issued 
by  the  aforesaid  medical  officer(s)  or  clinic(s)  as  specified  by  the 
Department,  irrespective  of  the  duration  of  the  sick  leave.  Any  other 
medical  certificates  will  not  be  accepted  from  the  officer  concerned.  If 
necessary,  the  Head  of  Department  may  also  require  the  officer  to  be 
examined  by  a  Medical  Board  (see  CSR  940).  The  Head  of  Department 
may  withhold  the  grant  of  sick  leave  to  the  officer  unless  with  the  Board’s 
recommendation  to  grant  sick  leave  to  the  officer  (see  CSR  1274).  Such 
discretion  should  be  exercised  by  an  officer  of  a  rank  not  lower  than 
Assistant  Head  of  Department,  or  by  a  Departmental/Office  Secretary  of  a 
rank  not  lower  than  Senior  Executive  Officer,  who  should  also  be  at  least 
two  ranks  above  the  officer  whose  sick  leave  is  in  question. 


1288  (4) 

(Cont’d) 


Amendment  No.  72(a)/2006 


CHAPTER  VIII  -  LEAVE 


1292  (1)  When  necessary,  the  Secretary  for  the  Civil  Service  or  a  Head  of 

Department  may,  on  the  advice  of  the  Director  of  Health  or  the  Chief 
Executive,  Hospital  Authority  as  appropriate,  withhold  the  grant  of 
sick  leave  for  ill  health  attributable  to  an  officer’s  misconduct  or  wilful 
neglect.  Such  misconduct  may  include  conviction  of  a  criminal 
offence,  and  wilful  neglect  may  include  refusal  to  seek  medical 
treatment  within  a  reasonable  time  for  a  known  condition  or 
unwillingness  to  follow  medical  advice  or  a  prescribed  course  of 
treatment  which  has  led  to  an  avoidable  absence  from  work. 

(2)  Venereal  disease  will  not  justify  withholding  the  grant  of  sick  leave 
unless  the  officer  fails  to  report  it  within  a  reasonable  time  or  neglects 
to  follow  recognised  methods  of  treatment. 

(3)  Addiction  to  drugs  will  not  be  regarded  as  attributable  to  the  officer’s 
misconduct  or  wilful  neglect  (see  CSR  972(1)). 

Dec  2006  1293  If  the  grant  of  sick  leave  is  withheld  from  an  officer  under  any  circumstances, 

the  officer  should  immediately  apply  for  earned  leave,  or  unpaid  leave  if  he 
has  an  insufficient  leave  balance,  to  cover  the  period  of  absence.  The 
application  is  subject  to  the  normal  rules  for  granting  such  leave.  Any  period 
of  absence  not  covered  by  approved  leave  will  be  treated  as  unauthorised 
absence,  which  is  subject  to  disciplinary  action. 

May  2001  1294  (Deleted) 

Mar  2012  1295 


Amendment  No.  ll(a)/2012 


CHAPTER  VIII  -  LEAVE 


Feb  2015 


Feb  2015 


Feb  2015 


PATERNITY  LEAVE  (CSR  1296) 


1296  (1)  Paternity  leave  covering  a  total  absence  from  duty  of  up  to  5  days 

may  be  granted  to  a  male  officer  on  each  occasion  of  childbirth  to 
take  care  of  the  newborn  and  the  mother  of  the  newborn  before/after 
confinement  subject  to  service  requirement  set  out  in  CSR  1296(2) 
below.  The  authorities  for  the  grant  of  such  leave  are  - 


Category  of  officers 

(a)  Permanent  Secretaries  and 
officers  holding  posts  at  D8 
or  equivalent 


(b)  Heads  of  Department 
(other  than  Permanent 
Secretaries) 

(c)  All  others 


Approving  authority 

Secretary  for  the  Civil  Service, 
subject  to  the  prior  endorsement 
of  relevant  Directors  of  Bureau 
(or  supervising  officers  if  there 
is  no  relevant  Directors  of 
Bureau) 

Permanent  Secretaries  (or 
supervising  officers  if  there  is  no 
relevant  Permanent  Secretaries) 

Heads  of  Department  unless 
otherwise  specified  by  Heads  of 
Grade 


(2)  (a) An  officer  with  not  less  than  40  weeks’  continuous  service 

immediately  before  the  day  of  paternity  leave  will  be  eligible  for 
full-pay  paternity  leave  for  that  day. 

(b) An  officer  with  less  than  40  weeks’  continuous  service 
immediately  before  the  day  of  paternity  leave  may  be  granted 
unpaid  paternity  leave  to  cover  up  to  5  days’  absence  from  duty. 
However,  if  he  has  vacation  leave  in  credit  to  him,  he  may  choose 
to  take  his  vacation  leave  in  lieu  of  unpaid  paternity  leave.  On 
choosing  to  take  earned  leave,  the  officer  will  have  to  exhaust  all 
the  earned  leave  before  being  granted  unpaid  paternity  leave. 

(c) For  an  officer  in  (b)  above,  if  his  service  has  reached  40  weeks 
before  any  paternity  leave  day  that  is  taken  at  a  later  time,  the 
remaining  paternity  leave  day(s)  taken  after  meeting  the  service 
requirement  will  be  full-pay. 

(3)  The  5-day  paternity  leave  may  be  taken  in  one  stretch  or  in  half-day 
units  (which  is  the  smallest  unit  of  paternity  leave  that  may  be  taken 
at  any  one  time).  An  officer  may  choose  to  take  such  leave  on  any 
day  within  4  weeks  before  the  expected  date  of  the  delivery  of  the 
newborn  child  to  10  weeks  beginning  on  the  actual  date  of  the 
delivery  of  the  newborn  child. 


Amendment  No.  4(h)/2015 


CHAPTER  VIII  -  LEAVE 


Feb  2015 


1296  (4)  An  officer  should  produce  documentary  evidence  in  support  of  his 

(Cont’d)  application  as  required  by  the  leave  approving  authority.  Subject  to 

the  production  of  documentary  support  to  the  satisfaction  of  the 
leave  approving  authority,  any  paternity  leave  granted/taken  may  be 
rescinded  in  which  case  the  officer  will  have  to  apply  retrospectively 
for  earned  leave  or  unpaid  leave  to  cover  the  period  of  absence.  Any 
period  of  absence  not  covered  by  approved  leave  will  be  treated  as 
unauthorised  absence,  which  is  subject  to  disciplinary  action. 

(5)  Paternity  leave  is  counted  on  a  working  day  basis,  i.e.  any 
intervening  Sundays,  gazetted  general  holidays  and  off-duty 
Saturday  momings/afternoons  are  normally  not  counted  as  paternity 
leave.  Where  the  period  of  continuous  absence  on  leave  exceeds  12 
days  (of  one  or  more  types),  reference  should  be  made  to  CSR 
1154(5),  1164(3)  or  1174(3)  as  appropriate  regarding  the  Saturday 
that  follows. 


(6)  An  officer  who  is  absent  from  duty  on  unpaid  leave  granted  under 
CSR  1109(1)  is  not  eligible  for  paternity  leave  while  so  absent. 
Also,  an  officer  who  has  commenced  final  vacation  leave  is  not 
eligible  for  the  grant  of  paternity  leave. 


Amendment  No.  4(i)/2015 


CHAPTER  VIII  -  LEAVE 


Oct  2018 


Oct  2018 


MATERNITY  LEAVE  (CSRs  1297  -  1299) 

Grant  of  maternity  leave 

1297  (1)  (a)  Maternity  leave  covering  a  total  absence  from  duty  of  up  to  14 

weeks  in  the  first  instance  may  be  granted  by  a  Head  of 
Department  to  a  female  officer  because  of  her  pregnancy  or 
confinement.  The  14  weeks’  maternity  leave  may  commence 
from  and  be  inclusive  of  - 

(i)  a  date  4  weeks  immediately  before  the  expected  date  of 
confinement,  or  if  the  officer  chooses,  a  later  date  but  not 
less  than  2  weeks  before  the  expected  date  of 
confinement;  or 

(ii)  the  actual  date  of  confinement,  if  confinement  occurs 
before  the  date  in  (i)  above. 

Where  the  portion  of  maternity  leave  following  and  including 
the  actual  date  of  confinement  is  less  than  10  weeks,  the  14 
weeks’  maternity  leave  should  be  extended  to  make  up  for  the 
10-week  period  (also  see  (b)  below).  The  extension  should  be 
covered  by  earned  leave,  or  if  not  available,  by  unpaid  leave. 

(b)  An  officer  is  not  normally  pennitted  to  resume  duty  within  10 
weeks  from  and  inclusive  of  the  actual  date  of  confinement  or 
before  her  maternity  leave  expires,  whichever  is  the  later. 
However,  an  officer  may  be  permitted  to  resume  duty  after  the 
4th  week  from  and  inclusive  of  the  actual  date  of  confinement  if 
she  can  produce  a  medical  certificate  stating  that  she  is  fit  to  do 
so. 

(c)  For  timely  adjustment  of  leave  and  the  date  of  resumption  of 
duty,  the  officer  should  submit  documentary  evidence 
confirming  the  actual  date  of  confinement  within  8  weeks  from 
and  inclusive  of  the  date  of  commencement  of  her  maternity 
leave. 


Amendment  No.  24(a)/2018 


CHAPTER  VIII  -  LEAVE 


Oct  2018 


Oct  2018 


Feb  2015 


1297  (2)  An  officer  with  less  than  40  weeks’  continuous  service  immediately 

(Cont’d)  before  the  date  of  her  commencement  of  maternity  leave  as 

detennined  under  (l)(a)(i)  above  may  be  granted  unpaid  maternity 
leave  to  cover  a  total  of  14  weeks’  absence  from  duty.  If  the  officer 
has  vacation  leave  in  credit  to  her,  she  may  choose  to  take  all  her 
vacation  leave  (see  CSRs  1298(4)  and  (5))  before  being  granted 
unpaid  maternity  leave. 

(3)  An  officer  with  not  less  than  40  weeks’  continuous  service 
immediately  before  the  date  of  her  commencement  of  maternity 
leave  as  determined  under  (l)(a)(i)  above  will  be  eligible  for  full-pay 
maternity  leave  to  cover  a  total  absence  from  duty  of  up  to  14  weeks. 
For  the  avoidance  of  doubt,  such  an  officer  will  remain  eligible  for 
full-pay  maternity  leave  if  she  commences  her  maternity  leave  on  her 
actual  date  of  confinement  under  the  circumstances  set  out  in 
(l)(a)(ii)  above. 


(4)  An  officer  must  apply  for  maternity  leave  not  later  than  3  months 
before  the  expected  date  of  confinement.  She  should  - 

(a)  indicate  in  her  application  form  (CSB(LP)  Fonn  9)  the  date  of 
commencement  of  maternity  leave  in  accordance  with  (l)(a)(i) 
above;  and 

(b)  produce  a  medical  certificate  issued  by  a  Government  or 
Hospital  Authority  medical  officer  or  a  private  medical 
practitioner  confirming  her  pregnancy  and  specifying  the 
expected  date  of  her  confinement. 

(5)  If  a  total  absence  exceeding  the  period  granted  under  (l)(a)  above  is 
recommended  by  a  Government  or  Hospital  Authority  medical 
officer  or  a  private  medical  practitioner,  a  Head  of  Department  may 
grant  unpaid  maternity  leave  at  the  end  of  the  period  provided  that 
the  total  absence  from  duty  does  not  exceed  6  months.  If  an  officer 
has  leave  in  credit  to  her,  she  may  opt  to  take  her  earned  leave  (see 
CSRs  1298(4)  and  (5))  before  proceeding  on  to  unpaid  maternity 
leave.  Where  an  officer’s  Head  of  Department  differs  from  her  Head 
of  Grade,  her  Head  of  Grade  should  be  informed.  Further  unpaid 
maternity  leave  may  be  granted  by  the  Head  of  Department  on  the 
recommendation  of  a  Medical  Board,  but  where  the  officer  is  a 
member  of  the  Administrative  Grade,  the  Secretary  for  the  Civil 
Service  should  be  consulted  beforehand  (also  see  CSR  1 109(3)). 


(6)  An  officer  who  is  absent  from  duty  on  unpaid  leave  granted  under 
CSR  1 109  is  not  eligible  for  maternity  leave  while  so  absent. 

(7)  (Deleted) 


Amendment  No.  24(b)/2018 


CHAPTER  VIII  -  LEAVE 


Jul  97  1297  (8)  In  case  of  a  miscarriage,  an  officer  should  not  be  granted  maternity 

(Cont’d)  leave.  Instead,  she  should  be  granted  sick  leave  under  CSR  1275 

and  1276  as  recommended  by  a  Government  or  Hospital  Authority 
medical  officer  or  a  private  medical  practitioner. 


Counting  of  maternity  leave  (also  see  CSR  1109(3)) 


Jul  97 

1298  (1) 

(Deleted) 

Jul  97 

(2) 

Maternity  leave  is  not  counted  as  sick  leave.  An  officer  who 
undergoes  medical  treatment  during  her  maternity  leave  (including 
earned  leave  granted  under  CSR  1297(l)(a),  (2)  and  (5))  may  be 
granted  sick  leave  under  CSRs  1270-1296.  Such  sick  leave  will  not 
count  as  part  of  the  maternity  leave,  and  will  be  taken  immediately 
when  it  is  granted,  after  which  the  officer  will  resume  the  maternity 
leave  granted  under  CSR  1297. 

(3) 

Maternity  leave  may  not  be  included  as  part  of  a  period  of  notice  of 
termination  of  service  given  either  by  an  officer  or  by  the 
Government. 

Jul  97 

(4) 

CSR  1278(2)  applies  to  the  earned  leave  granted  in  lieu  of  unpaid 
maternity  leave.  As  maternity  leave  cannot  be  counted  on  a  half-day 
basis,  an  officer  who  uses  her  earned  leave  to  cover  part  of  her 
unpaid  maternity  leave  should  not  arrange  to  take  half-day  unpaid 
maternity  leave  on  any  day. 

Feb  2015 

(5) 

Maternity  leave  on  full  pay  counts  as  resident  service.  Unpaid 
maternity  leave  and  earned  leave  taken  under  CSRs  1297(l)(a),  (2) 
and  (5)  in  lieu  of  it  (with  the  exception  of  vacation  leave  granted  to 
officers  on  common/new  terms  as  well  as  casual  leave)  do  not  count 
as  resident  service  (see  CSR  1103(1)). 

Dec  2006  1299  For  the  purposes  of  Civil  Service  Regulations  on  the  grant  of  maternity 

leave,  “medical  practitioner”  means  a  registered  medical  practitioner,  a 
registered  midwife  or  a  registered  Chinese  medicine  practitioner  (except  for 
the  certification  on  the  actual  date  of  confinement  for  the  purpose  of  CSR 
1297(l)(c)). 


Amendment  No.  4(k)/2015 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


GENERAL  (CSRs  1300  - 1309) 

Interpretation 

1300  For  the  purpose  of  Civil  Service  Regulations  on  passages  and  baggage 
allowances  - 


Oct  2002 


Dec  1999 


(a)  (i)  "officer"  means  an  officer  who  is  eligible  for  the  specified 

passage  and  related  benefits  in  accordance  with  his  terms  of 
appointment  and  relevant  CSRs; 

(ii)  "single  officer"  includes  bachelor/spinster,  widow/widower 
and  divorced  or  legally  separated  officer  without  dependent 
children; 

(b)  "family"  means  an  officer's  spouse  and  dependent  children; 

(c)  "dependent  children"  means  an  officer's  unmarried  children 
(including  children  of  divorced/legally  separated  officers,  step¬ 
children,  adopted  children  and  illegitimate  children)  who  are  - 

(i)  under  the  age  of  19; 

(ii)  aged  19  or  over  but  under  21  and  are  in  full-time  education  or 
in  full-time  vocational  training,  or  dependent  on  the  officer  as  a 
result  of  physical  or  mental  infirmity; 

(d)  “normal  tour”  means  the  tour  of  service  which  an  officer  on 
overseas  terms  is  required  to  complete  under  CSR  1200(2)  or 
1202(2)  before  becoming  eligible  for  vacation  leave/overseas 
addition.  The  first  tour  commences  on  the  date  of  an  officer’s  arrival 
in  Hong  Kong  on  first  appointment;  and  a  subsequent  tour 
commences  on  the  date  of  resumption  of  duty  after  vacation  leave  or 
the  day  immediately  after  the  expiry  of  overseas  addition,  as 
appropriate; 

(e)  "country  of  origin"  means  the  country  declared  by  an  officer  on 
overseas  terms  as  being  his  country  of  origin  and  accepted  as  such  in 
writing  by  the  Head  of  Department/Head  of  Grade.  This  will 
normally  be  the  country  of  which  he  is  a  citizen,  was  born  and 
brought  up  in  and  with  which  he  has  family  connections.  Provided 
an  officer's  declared  country  of  origin  is  so  accepted,  that  country 
will  be  the  basis  for  determining  the  officer's  leave  passage 
entitlement.  Once  accepted,  a  country  of  origin  can  only  be  changed 
in  exceptional  circumstances  and  with  the  approval  of  the  Head  of 
Department/Head  of  Grade.  Where  the  officer  is  a  member  of  the 
Administrative  Grade,  the  approval  of  the  Secretary  for  the  Civil 
Service  is  required; 


Amendment  No.  33/2002 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


May  2001 


May  2001 


May  2001 


1300  (f)  "due  date"  means  the  date  immediately  following  the  date  on  which 

(Corn'd)  an  officer  on  overseas  terms  completes  his  normal  tour;  and 

(g)  “minimum  tour”  means  normal  tour  less  90  days. 


(h)  For  the  purpose  of  determining  an  officer's  eligibility  for  passage  and 
baggage  allowance  in  this  Chapter,  the  pay  points  of  the  Master  Pay 
Scale  and  Directorate  Pay  Scale  are  referred  to.  Reference  will  not 
be  made  to  points  33A,  33B,  33C,  44A  and  44B  of  the  Master  Pay 
Scale.  Officers  remunerated  on  MPS  33A,  33B  and  33C  should 
follow  the  eligibility  of  those  on  MPS  33,  and  officers  remunerated 
on  MPS  44A  and  44B  should  follow  the  eligibility  of  those  on  MPS 
44.  Officers  who  are  not  remunerated  on  the  Master  Pay  Scale  or 
Directorate  Pay  Scale  may  check  with  their  departmental 
management  the  equivalent  pay  points  on  their  pay  scale  for 
determining  their  passage  and  baggage  entitlements. 

(i)  "LPA"  means  Leave  Passage  Allowance  provided  for  eligible 
officers.  LPA  entitlement  of  an  eligible  officer  is  determined 
according  to  his  terms  of  appointment,  leave  terms,  substantive 
salary,  and  country  of  origin  as  appropriate.  The  LPA  rates  are 
specified  in  Annex  9.5. 


Eligibility  affected  by  receipt  of  similar  benefits 

1301  (1)  An  officer  and  his  family  members,  if  applicable,  will  be  eligible  for 

passage  and  baggage  allowances  provided  that  they  have  not 
received  and  will  not  receive  similar  benefits  provided  under  the 
terms  of  employment  of  the  officer's  spouse  for  the  period  in 
question. 

(2)  An  officer's  dependent  child  (see  CSR  1300(c))  will  be  eligible  for 
passages  and  related  benefits  provided  that  the  child  has  not  received 
and  will  not  receive  similar  benefits  provided  under  the  terms  of 
employment  of  the  child's  other  parent(s)/step-parent(s),  if  any,  for 
the  period  in  question. 

(3)  (Deleted) 


Amendment  No.  18(1)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Extension  of  agreement/adjustment  of  eligibility  period  due  to  taking  of 
unpaid  leave,  study  leave,  vacation  leave  or  overseas  addition 

Apr  2009  1302  (1)  Officers  eligible  for  passage  benefits  are  granted  such  benefits 

normally  on  the  basis  of  each  12-month,  24-month  or  30-month 
eligibility  period  according  to  their  terms  of  appointment.  Where  an 
officer  takes  unpaid  leave,  study  leave  or  other  types  of  leave  as 
specified  in  CSRs  1159,  1185(2),  1196(7),  1204,  1233(2),  1317(1), 
1321(4),  1375(7),  1377(1),  1378(10)  and  1379(7),  the  end  date  of  the 
eligibility  period  will  be  adjusted  as  appropriate.  However,  for 
officers  in  their  final  eligibility  period  before  leaving  the  service, 
their  eligibility  period  will  not  be  extended  beyond  the  normal 
retirement  age  of  55  or  60  as  appropriate. 

(2)  In  the  case  of  an  agreement  officer,  his  agreement  may  be  required  to 
be  extended  for  a  period  up  to  the  same  aggregate  period  of  the  leave 
(unpaid  leave,  study  leave  or  other  types  of  leave  specified  in  the 
CSRs  mentioned  in  (1)  above)  taken,  provided  that  the  extension  will 
not  carry  his  employment  beyond  the  age  of  60.  However,  the 
agreements  of  officers  who  retired  and  are  re-employed  on 
agreement  terms  would  not  normally  be  extended.  Any  extension  of 
agreement  for  such  leave  taken  would  not  entail  interim  payment  of 
gratuity  upon  the  original  expiry  date  of  the  agreement. 

Extension  of  the  period  of  appointment  for  officers  on  new  terms  who  are  on 
probation  due  to  taking  of  study  leave  or  unpaid  leave 

May  2001  1303  For  an  officer  on  new  terms  who  is  on  probation,  the  Government  may 

extend  the  period  of  his  appointment  by  up  to  the  same  aggregate  period  of 
any  study/unpaid  leave  taken  by  him  within  the  appointment. 

1304  -  1309 

PASSAGES  ON  FIRST  APPOINTMENT  TO  HONG  KONG 

Apr  2009  1310  Subject  to  the  approval  from  the  Secretary  for  the  Civil  Service,  an  officer 

recruited  directly  from  outside  Hong  Kong  may  be  provided  with  a  single 
air  ticket  to  travel  to  Hong  Kong  from  the  country  in  which  the  officer  is 
resident  immediately  preceding  his  appointment  (see  also  CSR  1331  on 
passages  for  family  members,  CSR  1420(l)(d)  on  domestic  travel 
expenses  and  CSR  1460  on  baggage  allowance).  The  air  ticket  provided 
should  be  in  the  appropriate  class  (see  CSR  1405)  at  the  most  economical 
fare  level  by  an  appropriate  route.  In  case  of  doubt  on  the  fare  level  and 
route,  Heads  of  Department  should  clarify  with  the  Director  of  Accounting 
Services  before  forwarding  the  case  to  the  Secretary  for  the  Civil  Service. 

1311  -  1315 


Amendment  No.  12(a)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


LEAVE  PASSAGES  FOR  OFFICERS  ON  COMMON  TERMS 
(CSRs  1316-1317) 

1316  For  the  purposes  of  CSRs  1316  -  1317,  "officer",  unless  otherwise 

specified,  means  an  officer  on  common  terms  (see  CSR  100  (12)). 

(1)  Subject  to  CSR  1301  on  prevention  of  double  benefits  - 

(a)  an  officer  on  Directorate  salary  point  D4  or  above  or  equivalent 
is  eligible  for  a  return  LPA  which  is  granted  on  the  basis  of 
each  12-month  eligibility  period  (see  also  paragraph  (8)  below 
and  CSR  1317(1));  and 

(b)  an  officer  on  Directorate  salary  point  D1-D3  or  equivalent  is 
eligible  for  a  return  LPA  which  is  granted  on  the  basis  of  each 
24-month  eligibility  period  (see  also  paragraph  (8)  below  and 
CSR  1317(1)). 

(2)  An  officer’s  family  as  defined  in  CSR  1300(b)  and  (c)  will  be 
granted  similar  passages  as  those  provided  for  the  officer,  subject  to 
CSR  1330  and  (4)(a)  below. 

(3)  A  dependent  child  (see  CSR  1300(c))  who  ceases  to  be  eligible  for 
leave  passages  in  the  course  of  the  officer’s  eligibility  period  may  be 
granted  LPA  only  if  the  passage  commences  before  the  child 
becomes  ineligible.  The  amount  of  the  child’s  LPA  in  respect  of  the 
eligibility  period  will  be  calculated  on  a  pro  rata  basis  up  to  the  day 
before  the  child  becomes  ineligible  for  passages.  The  child’s  LPA 
balance  will  lapse  once  the  child  becomes  ineligible  for  passages. 

(4)  An  officer  will  be  granted  a  return  LPA  as  follows  (but  see  CSRs 
1317(2)  and  (3))- 

(a)  LPA  at  Level  3  in  the  case  of  an  officer  on  D7  or  above  or 
equivalent,  his  spouse  and  dependent  children  aged  under  12; 
but  LPA  at  Level  2  for  a  dependent  child  aged  12  or  over 

(b)  LPA  at  Level  2  in  the  case  of  an  officer  on  D1  -  D6  or 
equivalent  and  his  family. 

(5)  The  LPA  rates  are  set  out  in  Annex  9.5.  Officers  may  use  LPA  and 
arrange  leave  passages  in  accordance  with  the  provisions  of  CSR 
1382,  where  applicable. 

(6)  Baggage  allowance  under  CSR  1460  and  travelling  expenses  under 
CSR  1420  are  not  payable  except  when  the  officer  is  provided  with  a 
passage  on  first  appointment  under  CSR  1310. 


Amendment  No.  18(3)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Apr  2009 


May  2001 


May  2001 


1316  (7)  Leave  passages  should  be  taken  within  each  eligibility  period. 

(Cont’d)  However,  an  officer  may  defer  taking  the  passage  in  the  following 

circumstances  - 


(a)  An  officer  proceeding  on  final  leave  prior  to  leaving  the  service 
may  take  the  passage  in  respect  of  his  final  eligibility  period 
(see  CSRs  1317(2)  and  1317(3))  during  his  final  leave, 
provided  that  the  passage  commences  before  his  leave  expires; 
and 

(b)  An  officer  on  D1-D3  or  equivalent  may  defer  his  passage 
outside  the  24-month  eligibility  period  on  operational  grounds, 
subject  to  the  approval  of  his  Head  of  Department/Head  of 
Grade.  Where  the  officer  is  a  Head  of  Department  or  a 
member  of  the  Administrative  Grade,  the  application  should  be 
considered  by  the  Secretary  for  the  Civil  Service. 

(8)  (a)  An  officer  on  Directorate  salary  point  D1-D3  or  equivalent 

may,  subject  to  the  rules  set  out  in  Section  (A)  of  Annex  9.2, 
split  his  LPA  so  that  not  more  than  four  separate  trips  are  taken 
within  the  same  eligibility  period  with  at  most  two  trips  within 
each  12-month  duration. 

(b)  An  officer  on  Directorate  salary  point  D4  or  above  or 
equivalent  may,  subject  to  the  rules  set  out  in  Section  (B)  of 
Annex  9.2,  take  any  number  of  split  passages  within  each 
eligibility  period. 

(9)  LPA  may  be  aggregated  under  CSR  1385  (also  see  CSR  1337(8)). 
Any  unspent  LPA  at  the  end  of  a  passage  eligibility  period  will  be 
carried  forward  to  the  next  eligibility  period,  subject  to  the  rules  set 
out  in  Annex  9.8. 


1317  (1)  Where  an  officer's  final  eligibility  period  is  rendered  incomplete 

resulting  from  the  adjustment  under  CSR  1302,  his  passage 
entitlement  in  respect  of  the  final  eligibility  period  will  be  calculated 
on  a  pro  rata  basis  according  to  (2)  and  (3)  below  (see  also  CSR 
1177). 


Amendment  No.  12(b)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1317 

(Cont’d) 


(2)  The  LPA  for  an  officer  on  D4  or  above  or  equivalent  in  his  final 
passage  eligibility  period  prior  to  finally  leaving  the  service  on 
retirement  or  completion  of  agreement  will  be  calculated  as  follows  - 

Return  LPA  No.  of  days  of  service  in  the 

for  a  12-month  final  passage  eligibility  period 

eligibility  '  _ (see  Note  below) _ 

period  365 

Note: 

(i)  The  final  eligibility  period  will  be  counted  up  to  the  day 
immediately  before  the  commencement  of  the  final  leave. 

(ii)  Unpaid  leave  and  study  leave  taken  during  the  eligibility 
period  should  not  be  counted. 

(3)  The  LPA  for  an  officer  on  D1  -  D3  or  equivalent  in  his  final  passage 
eligibility  period  prior  to  finally  leaving  the  service  on  retirement  or 
completion  of  agreement  will  be  calculated  as  follows  - 

(a)  an  officer  on  permanent  terms  who  retires  at  the  normal 
retirement  age  and  a  re-employed  officer  who  completes  his 
final  re-employment  agreement 


(i)  if  the  officer  has  served  12  months  or  more  (see  Note  (i) 
and  (ii)  below)  in  the  final  eligibility  period  - 

Return  LPA  for  a  24-month  eligibility  period 


(ii)  if  the  officer  has  served  less  than  12  months  in  the  final 
eligibility  period 


Return  LPA  for 
a  24-month 
eligibility 
period 


No.  of  days  of  sendee  in  the 
final  passage  eligibility  period 
(see  Note  (i)  and  (ii)  below) 
365 


Amendment  No.  18(5)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1317  (3)  (b)  an  officer  on  permanent  terms  who  retires  voluntarily  before 

(Cont'd)  the  normal  retirement  age  (see  note  (iii)  below )  and  other 

agreement  officers 


Return  LPA  for 
a  24-month 
eligibility 
period 


No.  of  days  of  service  in  the 
final  passage  eligibility  period 
(see  Note  (i)  and  (ii)  below) 
365  x  2 


Note: 


(i)  The  final  eligibility  period  will  be  counted  up  to  the  day 
immediately  before  the  commencement  of  the  final  leave. 

(ii)  Unpaid  leave  and  study  leave  should  not  be  counted. 

(iii)  Voluntary  retirement  includes  retirement  on  attaining  the 
maximum  pension  benefits  before  the  normal  retirement 
age. 

(4)  An  officer  on  D1  -  D3  or  equivalent  who  is  promoted  to  D4  or  above 
or  equivalent  during  a  24-month  passage  eligibility  period  will  be 
granted  credit/debit  LPA  in  accordance  with  Section  A  of  Annex  9.4. 

(5)  An  officer  who  is  promoted  to  D7  or  above  or  equivalent  during  an 
eligibility  period  may  be  granted  LPA  at  a  higher  level  under  CSR 
1316(4)(a)  provided  that  he  has  not  taken  his  passage  for  that  period. 
Where  the  officer  has  already  taken  his  passage,  he  may  be  granted 
LPA  at  the  higher  level  at  the  rate  prevailing  on  the  commencement 
date  of  the  passage  only  if  his  promotion  takes  retrospective  effect 
before  the  passage  commences. 

(6)  On  resignation,  dismissal,  compulsory  retirement  or  termination  of 
service  by  the  Government,  an  officer  may  be  required  to  refund  the 
cost  of  any  passages  taken  by  him  and  his  family  during  the  passage 
eligibility  period  in  which  resignation,  dismissal,  compulsory 
retirement  or  termination  takes  place  (see  CSRs  1344,  1353  and 
Annex  9.11). 


Amendment  No.  18(5a)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


Oct  2002 


LEAVE  PASSAGES  FOR  DIRECTORATE  OFFICERS  ON  NEW  TERMS 

1318  For  the  purposes  of  this  CSR,  "officer",  unless  otherwise  specified,  means 
an  officer  on  Directorate  Pay  Scale  or  equivalent  who  is  on  new  terms  (see 
CSR  100(12)). 

(1)  Leave  passages  for  a  directorate  officer  is  provided  in  the  form  of  a 
non-accountable  but  taxable  Leave  Passage  Allowance  (LPA).  LPA 
is  provided  on  the  basis  of  each  12-month  eligibility  period  (termed 
as  "cycle"  hereafter). 

(2)  Leave  passage  benefits  are  provided  to  the  officer  only.  Members  of 
the  officer's  family  are  not  eligible  for  any  leave  passage  benefits. 
CSR  1301(1)  is  not  applicable  but  where  the  officer's  spouse  is 
eligible  for  passage  benefits  under  CSR  1316,  1320,  1375,  1376, 
1378  or  1379,  his  spouse  is  still  subject  to  CSR  1301(1)  and  may  not 
apply  for  passage  benefits  for  the  officer. 

(3)  LPA  is  provided  at  different  levels  according  to  the  officer’s 
substantive  salary  point.  Rates  of  LPA  are  set  out  in  Section  (D)  of 
Annex  9.5.  The  allowance  to  be  provided  at  the  end  of  each  cycle 
will  be  calculated  according  to  the  appropriate  rate  prevailing  at  the 
end  date  of  the  cycle. 

(4)  LPA  for  a  cycle  will  be  calculated  on  a  pro  rata  basis  in  the 
following  circumstances  - 

(a)  When  an  officer  is  promoted  to  a  higher  rank  during  a  cycle  - 

With  effect  from  the  date  of  promotion,  he  will  be  eligible  for 
LPA  at  the  appropriate  higher  rate.  The  length  of  the  cycle  will 
remain  unchanged  but  the  LPA  payable  for  that  cycle  will  be 
calculated  on  a  pro  rata  basis  using  the  appropriate  rates 
prevailing  at  the  end  date  of  the  cycle. 

(b)  When  an  officer  takes  study  leave  or  any  type  of  unpaid  leave 
during  a  cycle  - 

The  cycle  will  not  be  extended  by  the  study  leave  or  unpaid 
leave  taken.  No  LPA  will  be  payable  in  respect  of  such  leave. 
LPA  for  the  cycle  will  accordingly  be  reduced  on  a  pro  rata 
basis.  The  leave  approving  authority  should  inform  the 
Director  of  Accounting  Services  immediately  after  such  leave 
is  granted. 


Amendment  No.  34/2002 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1318 

(Cont’d) 


1319 


(4)  (c)  When  an  officer  leaves  the  service  - 

LPA  for  the  final  cycle  prior  to  his  leaving  the  service  will  be 
calculated  on  a  pro  rata  basis  up  to  and  including  the  end  date 
of  his  appointment  as  described  in  CSR  1166(1)  (but  see  (7) 
below).  The  following  formula  should  be  used  - 

No.  of  clays  of  service  in  the 
LPA  for  final  passage  eligibility  period 

a  12-month  (excluding  study/unpaid  leave) 

eligibility  period  365 

(5)  The  officer  will  be  required  to  refund  LPA  paid  in  excess  of  his 
entitlement. 

(6)  Baggage  allowance  under  CSR  1460  and  travelling  expenses  under 
CSR  1420  are  not  payable  except  when  passages  are  provided  on  the 
officer's  first  appointment  under  CSR  1310. 

(7)  When  an  officer  is  compulsorily  retired  from  the  service  for  reasons 
of  misconduct,  or  is  dismissed,  or  his  appointment  is  terminated  by 
the  Government  for  reasons  of  misconduct,  all  his  leave  passage 
benefits  will  be  forfeited. 


Amendment  No.  18(7)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


PASSAGES  FOR  OFFICERS  ON  OVERSEAS  TERMS  GOING  ON 
VACATION  LEAVE  UNDER  CSR  1200  OR  OVERSEAS  ADDITION 
UNDER  CSR  1202  (CSRs  1320  -  1329) 


Passages  entitlement 

1320  (1)  Subject  to  CSR  1301,  an  officer  on  vacation  leave  terms  (CSR  1200) 

or  flexible  vacation  leave  terms  (CSR  1202)  who  is  permitted  to  go 
on  vacation  leave  or  overseas  addition  on  satisfactory  completion  of 
his  tour/agreement  is  eligible  for  a  homeward  passage  (see  CSR 
1380)  at  the  appropriate  rate  (see  Annex  9.5)  according  to  his  country 
of  origin  (see  CSR  1300(e))  and  leave  terms  (see  CSRs  1390  -1405). 

(2)  Provided  an  officer  is  returning  to  start  a  subsequent  tour/agreement 
on  the  expiry  of  his  end-of-tour/end-of-agreement  leave,  he  is 
eligible  for  an  outward  passage  back  to  Hong  Kong  at  the 
appropriate  rate  (but  see  CSRs  1340  -  1351  and  Annex  9.11). 

(3)  Any  unspent  LPA  at  the  end  of  an  officer’s  end-of-tour/  end-of- 
agreement  leave  will  be  carried  forward  to  the  next  tour/agreement, 
subject  to  the  rules  set  out  in  Annex  9.8. 

(4)  An  officer  who  was  appointed  before  1  January  1998  may  request  the 
provision  of  an  air  ticket  of  an  appropriate  class  (see  CSR  1405) 
between  Hong  Kong  and  his  country  of  origin  if  the  amount  of  LPA 
provided  in  respect  of  a  full  eligibility  period  is  insufficient  to 
procure  a  standard  air  passage  under  CSR  1380,  subject  to  the 
following  - 

(a)  air  ticket  at  the  most  economical  fare  level  in  the  officer’s 
entitled  class  of  travel  will  be  provided; 

(b)  he  will  not  be  eligible  to  receive  any  LPA  for  that  eligibility 
period,  even  if  he  subsequently  becomes  eligible  for  LPA  at  a 
higher  level  as  a  result  of  his  promotion  in  the  same  eligibility 
period;  and 

(c)  where  the  officer  is  required  to  refund  to  the  Government  the 
passage  cost  for  whatever  reasons,  the  amount  to  be  refunded 
will  be  calculated  according  to  the  actual  cost  of  the  air  ticket 
procured. 

An  officer  will  not  be  eligible  to  claim  air  tickets  under  this 
regulation  if  his  LPA  entitlement  in  respect  of  the  eligibility  period  is 
less  than  the  LPA  for  a  complete  eligibility  period. 


[BNDCH9001W7]/[CSR  1300-34] 
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1320  (5)  An  officer  may,  subject  to  the  rules  set  out  in  Section  A  of  Annex 

(Cont’d)  9.2,  split  his  passage  into  two  portions  and  one  of  the  split  passages 

may  be  taken  any  time  during  the  agreement  without  taking  vacation 
leave/overseas  addition.  The  LPA  will  be  fixed  at  the  rate 
prevailing  on  the  commencement  date  of  the  first  split  passage. 
Officers  on  the  permanent  establishment  may  not  split  their 
end-of-tour  passages. 


Accumulation  of  passage  balances 


1321  (1)  The  grant  of  passages  to  an  officer  on  vacation  leave  terms  or 

flexible  vacation  leave  terms  is  determined  by  the  length  of 
tour/agreement  (i.e.  a  complete  eligibility  period)  which  he  is 
currently  serving,  excluding  any  12-month  eligibility  period  in  which 
he  takes  annual  leave  under  CSRs  1200(3)  or  1203.  For  example, 
an  officer  serving  on  a  30-month  tour/agreement  totalling  912  days 
accumulates  a  passage  at  the  rate  of  1/912  per  day  of  service  (see 
also  (3)  and  (4)  below). 


May  2001 

May  2001 

Mar  2012 
Feb  2015 
Mar  2012 


(2)  This  accumulation  is  referred  to  as  an  officer's  "passage  balance"  (in 
terms  of  number  of  days),  and  the  accumulation  of  a  full  passage 
balance  normally  coincides  with  the  officer's  due  date  for 
end-of-tour/end-of-agreement  leave.  Depending  on  whether  he 
goes  on  leave  before  or  after  his  due  date,  an  officer's  passage 
balance  may  be  in  debit  or  credit  (see  CSRs  1322  -  1324).  A  credit 
passage  balance  may  not  be  used  to  increase  an  officer's  LPA  beyond 
his  full  entitlement  in  respect  of  his  current  tour/agreement. 

(3)  The  following  types  of  leave  taken  during  an  officer's  tour/agreement 
count  as  service  for  the  accumulation  of  passage  balance  - 

(a)  casual  leave,  except  that  deferred  to  be  taken  after  expiry  of 

tour/agreement  on  finally  leaving  the  service  (see  CSR 

1212(3)); 

(b)  basic  leave,  except  that  deferred  to  be  taken  after  expiry  of 

tour/agreement  on  finally  leaving  the  service  (see  CSR 

1242(1)); 

(c)  paid  maternity  leave; 

(d)  paid  paternity  leave;  and 

(e)  full-pay  or  half-pay  sick  leave. 


Amendment  No.  5/2015 
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June  2001 


Accumulation  of  passage  balances 

1321  (4)  The  following  types  of  leave  do  not  count  as  service  for  the 

(Cont'd)  accumulation  of  passage  balance  - 

(a)  study  leave; 

(b)  unpaid  leave; 

(c)  vacation  leave; 

(d)  overseas  addition;  and 

(e)  basic  leave  which  is  taken  under  paragraph  7  in  Annex  8.8. 

Where  an  officer's  final  eligibility  period  is  rendered  incomplete 
resulting  from  the  adjustment  under  CSR  1302,  the  Head  of 
Department/Head  of  Grade  should  seek  advice  from  the  Secretary  for 
the  Civil  Service  on  the  officer's  passage  entitlement  in  respect  of  the 
final  eligibility  period  (see  also  CSR  1204). 


Passage  balance  on  advancement/deferment  of  vacation  leave  or  overseas 
addition  in  the  public  interest  (CSRs  1224(1)  or  1254(1)) 

1322  (1)  When  an  officer  is  directed  under  CSRs  1224(1)  or  1254(1)  to  bring 

forward  his  vacation  leave  or  overseas  addition,  he  will  be  regarded 
as  having  served  his  full  normal  tour/agreement  and  as  having 
accumulated  a  full  passage  balance  for  that  tour/agreement.  When 
such  an  officer  has  a  credit  passage  balance  under  CSR  1321 
resulting  from  a  previous  deferment  of  leave  under  CSRs  1224(1)  or 
1254(1),  an  appropriate  deduction  should  be  made  from  that  balance. 

(2)  An  officer  who  is  directed  to  defer  his  leave  under  CSRs  1224(1)  or 
1254(1)  will  accumulate  further  passage  balance  under  CSR  1321 
after  his  due  date  until  the  date  of  his  departure.  Such  credit  balance 
may  be  carried  forward  to  his  next  tour/agreement. 


Passage  balance  on  advancement  of  vacation  leave  or  overseas  addition  on 
personal  grounds  (CSR  1224(2)  or  1254(2)) 

1323  (1)  When  an  officer  is  permitted  under  CSRs  1224(2)  or  1254(2)  to  bring 

forward  his  vacation  leave  or  overseas  addition  by  not  more  than  90 
days,  no  deduction  will  be  made  from  his  LPA;  that  is,  he  will  be 
regarded  as  having  accumulated  a  full  passage  balance  under  CSR 
1321. 


Amendment  No.  49/2001 
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1323  (2)  When  an  officer  is  permitted  to  bring  forward  his  leave  by  more  than 

(Cont'd)  90  days,  the  homeward  portion  of  his  LPA  (and  any  associated 

expenses  payable  under  CSRs  1384,  1420  and  1460)  will  be  reduced 
proportionately,  on  the  basis  of  the  normal  tour/agreement  applicable 
(see  (4)  and  (6)  below). 

(3)  (Removed  to  CSR  1375(1  l)(b).) 

(4)  The  formula  for  determining  the  LPA  in  (2)  above,  CSR  1375(1  l)(b) 
or  1379(10)(b)  is  - 

b 

y  =  a  x  — 
c 


where: 

y  =  LPA  payable  for  a  homeward  passage 

a  =  single  LPA  or  half  of  return  LPA  as  appropriate,  in  HK$ 

b  =  in  the  case  described  in  (2)  above,  the  number  of  days  from 

the  commencement  date  of  the  officer’s  current 
tour/agreement  to  the  date  before  he  takes  his  vacation  leave 
or  overseas  addition,  plus  90.  (A  12-month  eligibility  period 
in  which  annual  leave  has  been  taken  and  any  leave  taken 
that  is  non-passage-eaming  (see  CSR  1321(4))  should  be 
excluded  from  this  component);  or 

=  in  the  case  described  in  CSR  1375(1  l)(b),  the  number  of 
days  served  by  the  officer  under  the  agreement,  excluding 
any  leave  taken  that  is  non-passage-earning  (see  CSR 
1321(4)) 

=  in  the  case  described  in  CSR  1379(10)(b),  the  number  of 
days  served  by  the  officer  under  the  agreement,  excluding 
any  unpaid  leave/study  leave  taken. 

c  =  normal  tour,  or  original  length  of  agreement  before 
curtailment,  in  days 

Note: 

(i)  Where  the  officer  has  a  debit  passage  balance  from  a  previous 
tour/agreement,  this  is  subtracted  from  component  b  of  the 
formula. 

(ii)  Where  the  officer  has  a  credit  passage  balance  from  a  previous 
tour/agreement,  this  is  added  to  component  b ,  but  any  balance  in 
excess  of  the  amount  required  to  restore  the  homeward  portion 
of  the  officer's  allowance  to  its  full  amount  will  be  carried 
forward. 


[BNDCH9001W7]/[CSR  1300-34] 
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1323  (5)  A  pensionable  officer  who  is  permitted  to  bring  forward  his  leave  and 

(Corn'd)  will  have  a  debit  passage  balance  under  CSR  1321  for  the  current 
tour  may,  not  later  than  two  months  before  his  departure,  opt  to  work 
a  longer  tour  than  normal  on  his  return,  in  order  to  cover  the 
deficiency.  Such  an  option  may  be  revoked  only  with  the  approval  of 
the  appropriate  authority  under  CSR  1102.  In  this  event,  on  his 
return  to  duty  the  officer  will  first  be  required  to  work  off  the  debit 
balance  before  commencing  to  accumulate  further  passage  balance 
under  CSR  1321  and  his  due  date  for  leave  will  be  adjusted 
accordingly.  An  officer  who  elects  to  work  a  longer  tour  on  his 
return  will  be  required  by  the  Director  of  Accounting  Services  to  sign 
an  undertaking  to  repay  the  proportionate  passage  costs  if  for  any 
reason  he  fails  to  work  off  the  debit  passage  balance  under  CSR 
1321. 

(6)  If  an  officer  in  (2)  above,  CSR  1375(1  l)(b)  or  1379(10)(b)  has 
claimed  an  advance  passage  for  his  family  member  under  CSR 
1330(2)  and  the  passage  cost  provided  has  exceeded  the  reduced 
LPA,  the  officer  is  required  to  repay  the  excess  amount  to  the 
Government. 


Passage  balance  on  deferment  of  vacation  leave  or  overseas  addition  under 

CSRs  1224(2)  or  1254(2) 

1324  An  officer  who  is  permitted  under  CSR  1224(2)  or  1254(2)  to  defer  his 
vacation  leave  or  overseas  addition  will  not  accumulate  further  passage 
balance  under  CSR  1321  after  his  due  date  until  90  days  have  elapsed,  but 
will  then  resume  the  accumulation  of  passage  balance  under  CSR  1321 
until  the  date  of  his  departure. 

1325  -  1329 


[BNDCH9001W7]/[CSR  1300-34] 
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PASSAGES  FOR  AN  OFFICER’S  FAMILY  (CSRs  1330  -  1339) 

Passage  eligibility  and  conditions 

1330  This  regulation  applies  to  all  officers  (except  those  on  new  terms  (CSR 

100(12))  eligible  for  passages. 

(1)  An  officer’s  family,  as  defined  in  CSRs  1300(b)  and  (c),  are  eligible 
for  passage  benefits  at  the  same  level  as  that  provided  for  the  officer 
and  in  accordance  with  the  terms  and  conditions  of  the  officer’s 
employment  subject  to  - 

(a)  the  total  amount  not  exceeding  the  amount  of  LPA  for  5  adults. 
However,  for  each  dependent  child  who  is  in  receipt  of  school 
passages  (see  CSRs  1335  -  1339),  the  number  of  leave  passages 
for  which  an  officer’s  family  are  eligible  will  be  reduced  by 
one; 

(b)  the  modification  that  an  officer  who  is  eligible  for  LPA  at  Level 
3  may  only  claim  LPA  at  Level  2  for  his  dependent  children 
aged  12  and  above; 

(c)  the  modifications  described  in  (2)  to  (8)  below  and  in  CSRs 
1331  -  1339;  and 

(d)  the  condition  that  the  officer  remains  eligible  for  passage 
benefits.  The  officer’s  family  will  not  be  granted  any  passages 
if  the  officer  becomes  ineligible  for  passage  benefits  during  the 
course  of  his  tour/agreement,  e.g.  on  resignation,  on  dismissal, 
on  compulsory  retirement,  on  termination  of  service.  The 
officer  will  be  required  to  refund  to  the  Government,  in 
accordance  with  CSRs  1340-1351  and  Annex  9.11,  passage  and 
related  benefits  taken  by  his  family  in  respect  of  the  eligibility 
period  in  which  the  officer  becomes  ineligible  for  passages. 

(2)  Passages  for  an  officer’s  family  should  normally  be  taken  together 
with  that  of  the  officer.  However,  it  is  permissible  for  family 
passages  to  be  taken  at  a  different  time  from  that  of  the  officer  (but 
see  (l)(d)  above),  subject  to  the  following  time  limits  - 

(a)  for  an  officer  on  common/local  terms  eligible  for  annual  or 
biennial  leave  passages  (CSRs  1316  -  1317,  1376  -  1377  and 
1378),  the  family  passages  may  be  taken  at  any  time  during  the 
officer's  eligibility  period; 
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1330  (2)  (b)  for  an  officer  on  overseas  terms  eligible  for  vacation 

(Cont'd)  leave/overseas  addition  passages  (CSR  1320),  the  passages  for 

his/her  family  may  be  taken  at  any  time  during  the  officer's 
tour/agreement  or  end-of-tour/end-of-agreement  leave,  subject 
to  CSR  1382(6); 


(c)  for  an  officer  on  overseas  terms  taking  annual  leave  and 
passages  under  CSRs  1200(3)  or  1203(2)  and  CSR  1375,  or 
taking  leave  passages  under  CSR  1379,  his  family  may  take 
their  leave  passages  at  any  time  during  the  relevant  eligibility 
period,  subject  to  CSR  1382(6); 

(d)  for  an  officer  on  overseas  agreement  terms  taking  passages 
under  CSR  1375  or  1379,  his  family  may  take  return  leave 
passages  (including  one  under  CSRs  1375(9)(b)  and 
1379(9)(b))  any  time  during  the  officer’s  eligibility  period.  If 
necessary,  a  family  member  may  take  a  single  end-of- 
agreement  homeward  passage  any  time  during  the  agreement 
subject  to  (5)  below;  and  in  such  cases,  the  outward  passage  for 
the  following  agreement,  if  any,  may  be  taken  during  the 
following  agreement  subject  to  (4)  below  and  CSR  1382(6);  and 

(e)  in  the  case  of  retirement  passages  or  passages  on  finally  leaving 
the  service,  family  passages  may  be  taken  any  time  during  the 
period  provided  in  CSRs  1360  or  1354(3)  as  applicable  (but  see 
CSR  1332(1)). 


(3)  For  family  passages  taken  within  the  time  limits  in  (2)  above,  the 
appropriate  level  of  LPA  will  be  determined  with  regard  to  the 
officer's  substantive  salary  point  when  the  passages  are  taken.  The 
LPA  and  any  associated  expenses  payable  will  also  be  fixed  and 
calculated  at  the  rates  prevailing  on  the  commencement  dates  of  the 
family  passages.  No  adjustments  will  be  made  in  the  event  of  an 
officer  subsequently  becoming  eligible  for  a  different  level  of  LPA, 
except  in  the  circumstances  under  CSR  1317(5),  1375(8),  1377(6)  or 
1379(8). 


(4)  Any  unspent  LPA  at  the  end  of  the  time  limit  specified  in  (2)  above 
will  be  carried  forward  to  the  next  eligibility  period,  if  there  is  one, 
subject  to  the  rules  set  out  in  Annex  9.8.  Notwithstanding  this,  in 
respect  of  the  outward  passage  for  a  tour/agreement  with  annual 
leave  and  passage  provision,  once  a  family  member  has  taken  an 
annual  leave  passage,  his/her  eligibility  for  the  outward  passage 
lapses. 

(5)  A  family  member  who  has  been  provided  with  an  end-of-tour/end-of- 
agreement  homeward  passage  during  an  officer's  tour/agreement  will 
not  be  eligible  for  any  further  passages  until  the  officer  has  actually 
commenced  a  new  tour/agreement. 
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1330  (6)  An  officer  on  agreement  terms  may  not  apply  for  his  family  members 

(Cont'd)  outward  passages  to  Hong  Kong  in  respect  of  his  subsequent 
agreement  unless  he  has  accepted  the  agreement  in  writing.  If  family 
members  have  taken  single  homeward  passages  before  the  officer 
accepts  the  offer,  the  single  LPA  granted  will  be  converted  to  return 
LPA  at  the  rate(s)  prevailing  on  the  commencement  date(s)  of  the 
respective  homeward  joumey(s)  (see  CSR  1382(6)). 

(7)  Unused  LPA  of  an  officer’s  spouse  carried  forward  from  previous 
eligibility  period  will  lapse  upon  divorce.  However,  a  divorced 
officer  who  re-marries  may  claim  for  his  new  spouse  the  unused  LPA 
left  by  his  former  spouse  in  respect  of  the  same  eligibility  period, 
excluding  any  LPA  balance  carried  forward  from  the  previous 
eligibility  period. 


(8)  An  officer  will  have  to  undertake  on  his  passage  application  form  to 
refund  the  cost  of  family  passages  provided  under  this  regulation  if 
he  fails  to  complete  the  relevant  period  of  service  for  which  the 
passages  are  granted  (see  CSRs  1340-1353  and  Annex  9.11).  The 
cost  of  passages  in  this  regulation  include  any  associated  expenses 
payable  under  CSRs  1384,  1420  and  1460. 


Passages  for  family  on  an  officer's  first  appointment 

1331  (1)  Subject  to  approval  from  the  Secretary  for  the  Civil  Service,  an 

officer  recmited  directly  from  outside  Hong  Kong  may,  on  first 
appointment,  be  provided  with  single  air  tickets  for  his  family  in  the 
appropriate  class  (see  CSR  1405)  at  the  most  economical  fare  level 
by  an  appropriate  route  to  travel  to  Hong  Kong.  The  Government 
will  be  responsible  only  for  the  actual  cost  of  the  air  tickets,  or  the 
cost  of  the  appropriate  passages  (see  CSR  1310)  from  the  country  in 
which  the  officer  is  resident  immediately  preceding  his  appointment 
to  Hong  Kong,  whichever  is  the  less.  In  case  of  doubt  on  the  fare 
level  and  route.  Heads  of  Department  should  clarify  with  the  Director 
of  Accounting  Services  before  forwarding  the  case  to  the  Secretary 
for  the  Civil  Service. 

(2)  (Deleted) 

(3)  The  passages  provided  for  an  officer's  family  under  this  CSR  should 
be  taken  not  later  than  3  months  after  the  officer's  assumption  of 
duty.  Air  ticket  costs  for  passages  taken  after  the  time  limit  will  have 
to  be  met  by  LPA  or  by  the  officer. 
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Cessation  of  passage  accumulation  in  respect  of  children  of  officers  on 
overseas  terms 

2009  1332  (1)  An  officer  on  overseas  terms  may  not  claim  passages  for  a  child  who 

is  no  longer  regarded  as  his  dependent  child  (see  CSR  1300(c))  for 
the  purpose  of  passage  provision.  A  child  who  ceases  to  be  regarded 
as  a  dependent  child  in  the  course  of  the  officer's  tour/agreement 
(except  those  under  the  leave  passage  arrangements  set  out  in  CSR 
1379)  will  be  granted  an  "assisted"  final  homeward  passage  at  the 
appropriate  rate  only  if  the  passage  is  taken  before  the  child  ceases  to 
be  regarded  as  his  dependent  child.  Any  associated  expenses  payable 
under  CSRs  1384,  1420  and  1460  will  also  be  reduced  on  the  same 
proportionate  basis  as  the  assisted  homeward  passage.  For  the 
purposes  of  CSR  1330(1),  an  assisted  passage  will  reckon  as  a 
proportion  of  an  adult  passage.  The  child's  LPA  balance  will  lapse 
once  the  child  becomes  ineligible  for  passages. 

(2)  An  assisted  homeward  passage  is  calculated  as  follows  : 

(a)  In  the  case  of  an  officer  who  is  permitted  to  advance  his 
vacation  leave  or  overseas  addition  by  more  than  90  days  under 
CSR  1224(2)  or  1254(2)  - 


y  = 


a 


x 


d 

c 


2001 


2001 


where  : 

y  =  reduced  allowance 

a  =  full  single  LPA,  in  HK$ 

b  =  number  of  days  from  the  commencement  date  of  the 
officer's  current  tour/agreement  to  the  date  of  his 
departure,  plus  90.  An  eligibility  period  in  which  an 
officer  takes  annual  leave  is  excluded  from  this 
component  (see  CSR  1233(2)).  Any  leave  taken  that  is 
non-passage-earning  (see  CSR  1321(4))  should  also  be 
excluded  from  this  component. 

c  =  normal  tour/agreement,  in  days 

d  =  number  of  days  from  the  commencement  date  of  the 
officer's  current  tour/agreement  up  to  and  including  the 
date  immediately  before  the  child  ceases  to  be  regarded 
as  a  dependent  child  under  CSR  1300(c).  An 
eligibility  period  in  which  an  officer  takes  annual  leave 
is  excluded  from  this  component  (see  CSR  1233(2)). 
Any  leave  taken  that  is  non-passage-eaming  (see  CSR 
1321(4))  should  also  be  excluded  from  this  component. 


Amendment  No.  13(a)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1332  (2)  (a)  Notes : 

(Cont’d) 


June  2001 


(i)  Where  the  officer  has  a  debit  passage  balance  (see  CSR 
1321)  from  a  previous  tour/agreement,  this  is  subtracted 
from  component  b  of  the  formula. 

(ii)  Where  the  officer  has  credit  bcdance  (see  CSR  1321)  from 
a  previous  tour/agreement,  this  is  added  to  component  b, 
but  any  balance  in  excess  of  the  amount  required  to  equate 
components  b  and  c  will  be  disregarded. 

(b)  In  the  case  of  all  other  officers  - 


y  = 


a 


x 


d 

c 


where  : 

y  =  reduced  allowance 

a  =  full  single  LPA,  in  HK$ 

c  =  normal  tour/agreement,  in  days 

d  =  number  of  days  from  the  commencement  date  of  the 
officer's  current  tour/agreement  up  to  and  including 
the  date  immediately  before  the  child  ceases  to  be 
regarded  as  a  dependent  child  under  CSR  1300(c). 
An  eligibility  period  in  which  an  officer  takes  annual 
leave  is  excluded  from  this  component  (see  CSR 
1233(2)).  Any  leave  taken  that  is  non-passage-earning 
(see  CSR  1321(4))  should  also  be  excluded  from  this 
component. 


1333 


Passages  on  the  death  of  an  officer  on  overseas  terms 

1334  If  an  officer  on  overseas  terms  dies  in  service,  his  family  will  be  eligible 
for  air  tickets  at  the  most  economical  fare  level  for  a  direct  single  passage 
to  his  country  of  origin  (or  elsewhere,  subject  to  the  cost  of  the  air  ticket 
not  exceeding  the  officer's  normal  single  LPA  entitlement).  Apart  from  air 
fares,  no  expenses  (e.g.  under  CSR  1382(l)(c))  will  be  met.  Such  passages 
are  available  for  six  months  from  the  date  of  the  officer's  death,  but  an 
extension  of  this  period  may  be  granted  at  the  discretion  of  the  Secretary 
for  the  Civil  Service.  (See  CSR  1371  for  passages  granted  on  the  death  of 
an  officer  while  using  LPA  during  leave  outside  Hong  Kong.) 


Amendment  No.  50(b)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Dec  99 

May  2001 
May  2001 


School  Passage  Scheme  (CSRs  1335-1339) 

Definitions 

1335  For  the  purposes  of  Civil  Service  Regulations  on  school  passages  - 

(a)  "school  passage"  means  passage  benefits  provided  for  an  officer'  s 
dependent  children  to  travel  between  Hong  Kong  and  the  country  in 
which  the  child  receives  education.  School  passages  are  provided  in 
the  form  of  an  accountable  allowance  called  School  Passage 
Allowance  (SPA)  to  cover  the  actual  cost  of  passage(s)  taken  for  a 
child  to  commence/cease  education  outside  Hong  Kong  or  to  visit 
parent(s)  in  Hong  Kong  during  a  school  passage  cycle  (see  (g) 
below); 

(b)  (i)  "officer"  means  a  monthly-paid  officer  as  described  in  (ii)  or 

(iii)  below  who  was  offered  appointment  before  1  August  1996 
and  whose  service  has  been  continuous; 

(ii)  "officer  on  overseas  terms"  means  an  officer  appointed  on 
overseas  terms  (see  CSR  100(12));  and 

(iii)  "officer  on  local  terms"  means  an  officer  appointed  on  local 
terms  (see  CSR  100(12)); 

(c)  “child”  means  a  dependent  child  as  defined  in  CSR  1300(c)  except 
that  for  an  officer  on  local  terms,  his  child  must  be  at  least  9  and 
under  21  years  of  age.  Such  a  child  who  attains  the  age  of  9  in  the 
term  in  which  he/she  commences  education  outside  Hong  Kong  will 
be  eligible  for  a  school  passage  to  commence  education; 

(d)  "  education  outside  Hong  Kong"  means  - 

(i)  for  the  child  of  an  officer  on  overseas  terms,  full-time 
education  at  a  recognised  educational  establishment  in  a  place 
outside  Hong  Kong;  and 

(ii)  for  the  child  of  an  officer  on  local  terms,  full-time  education  at 
a  recognised  educational  establishment  in  the  United  Kingdom; 

For  the  purposes  of  providing  school  passages,  full-time  education 
does  not  include  short-term  courses  lasting  for  less  than  6  months. 

(e)  "cessation  of  education"  means  the  date  on  which  a  child  ceases  to 
receive  full-time  education  outside  Hong  Kong,  either  permanently 
or  temporarily; 


Amendment  No.  20(6)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1335  (f)  "month"  means  a  calendar  month  (e.g.  August,  September  1998) 

(Corn'd)  during  which  a  child  is  in  education  outside  Hong  Kong.  The  month 

in  which  the  child  joins  or  leaves  the  School  Passage  Scheme  will  be 
regarded  as  a  complete  “month”;  and 

(g)  "cycle"  means  a  normal  period  of  12  months  during  which  the  child 
is  in  education  outside  Hong  Kong  and  is  eligible  for  school  passage. 
When  the  officer/child  ceases  to  be  eligible  in  the  course  of  a  cycle, 
the  length  of  the  cycle  will  be  shortened  accordingly. 


Eligibility  for  School  Passage  and  Earning  of  SPA 

1336  (1)  An  officer  may  claim  school  passages  for  his  eligible  children  in 

accordance  with  CSRs  1336  -  1337. 

(2)  The  maximum  number  of  children  for  whom  an  officer  may  claim 
school  passages  in  respect  of  a  cycle  is  four.  However,  any  unused 
SPA  in  the  children's  accounts  may  be  used  to  cover  school  passages 
for  otherwise  eligible  children  in  education  outside  Hong  Kong. 

(3)  SPA  is  granted  to  an  officer  for  a  cycle  at  the  following  levels 
according  to  the  country  in  which  the  child  receives  education  and 
the  child’s  age  (see  Annex  9.14  for  the  rates)  - 

Age  of  child  Level  of  SPA 

below  12  1 

12  or  above  but  below  19  2 

19  or  above  but  below  21  3 

Subject  to  (6)  below,  each  month  of  an  officer's  service  will  earn 
1/12  of  the  child's  SPA  at  the  appropriate  level.  SPA  for  a  cycle 
during  which  a  child  turns  12  or  19  will  be  calculated  on  a  pro  rata 
basis,  with  SPA  for  each  month  counted  as  1/12  of  SPA  at  the  level 
applicable  to  the  child's  age.  SPA  for  the  month  in  which  a  child 
turns  12  or  19  will  be  calculated  by  using  the  earning  rate  at  Level  2. 
Dec  99  A  child  will  be  allowed  to  earn  SPA  after  completion  of  a  term  only 

if  he/she  resumes  education  outside  Hong  Kong  immediately  after 
the  term  break. 

(4)  A  child  is  eligible  for  school  passage  subject  to  the  following 
conditions  - 

(a)  the  officer  completes  his  service  satisfactorily;  and 

(b)  the  child  remains  in  education  outside  Hong  Kong. 


Amendment  No.  60(b)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1336  (5)  A  child  ceases  to  be  eligible  for  school  passage  and  therefore  ceases 

(Cont’d)  to  earn  SPA  when  - 


Apr  2009 
May  2001 


May  2001 


(a)  the  officer  leaves  the  service  for  whatever  reasons.  SPA  for  the 
month  concerned  will  be  calculated  proportionately  on  a  daily 
basis  (see  CSR  1337(14));  or 

(b)  the  child  attains  the  age  of  21,  or  marries,  or  ceases  education 
outside  Hong  Kong,  or  withdraws  from  the  School  Passage 
Scheme.  SPA  for  the  cycle  concerned  will  be  calculated 
proportionately  on  a  monthly  basis  (see  CSR  1335(f)). 

In  these  circumstances,  the  child’s  SPA  account  will  be  closed. 

(6)  SPA  will  not  be  earned  under  the  following  circumstances  and  will 

be  calculated  on  a  pro  rata  basis  for  the  month  concerned  - 

(a)  when  an  officer  does  not  receive  pay; 

(b)  when  an  officer  on  overseas  terms  is  on  vacation  leave  or 
overseas  addition  (except  when  it  is  taken  in  combination  with 
annual  leave  under  CSR  1232(l)(e));  or 

(c)  when  an  officer  is  on  deferred  casual  leave/annual  leave/basic 
leave  on  finally  leaving  the  service  under  CSR  1212(3), 
1232(2)(d)  and/or  1242(1)  as  appropriate. 


General  rules 


1337  (1)  Dependent  children  who  are  in  receipt  of  school  passages  are  not 

eligible  for  passages  under  CSR  1330.  The  maximum  amount  of 
passage  benefits  (e.g.  passages  on  first  appointment;  final  homeward 
passages;  passages  for  vacation  leave,  overseas  addition  and  annual 
leave,  and  leave  passages  for  directorate  officers  on  local  terms)  for 
which  an  officer’s  family  is  eligible  (see  CSR  1330(l)(a))  will  be 
reduced  by  the  LPA  for  one  adult  for  every  child  in  receipt  of  school 
passages. 

(2)  For  each  child  participating  in  the  School  Passage  Scheme,  SPA 
accounts  will  be  maintained  to  record  the  earning  and  usage  of  SPA. 
The  operations  of  the  SPA  are  detailed  in  Annex  9.13. 


Sep  2006  (3)  Except  as  provided  in  (10)  below,  a  child  may  take  school  passages 

at  any  time  during  the  cycle.  No  advancement  of  SPA  is  permitted 
except  when  the  passage  is  taken  for  the  child  to  start  a  new  school 
term  in  a  new  cycle.  Any  unused  SPA  at  the  end  of  a  cycle  will 
lapse. 


Amendment  No.  14/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Sep  2006  1337  (4)  SPA  may  only  be  used  to  cover  the  following  expenses  subject  to  the 

(Cont'd)  rules  in  Annex  9.15  - 

(a)  the  air  fares  for  the  school  passage  between  Hong  Kong  and  the 
country  in  which  the  children  receives  full-time  education; 

(b)  Hong  Kong  Security  Service  Charge; 

(c)  airport  departure  tax;  and 

(d)  travelling  expenses  in  the  country  of  study  (see  (5)  below). 

Sep  2006  (5)  For  a  child  or  a  parent  (see  (10)  below)  taking  a  school  passage,  an 

officer  is  eligible  for  travelling  expenses  in  the  country  in  which  the 
child  receives  education.  The  amount  claimable  will  be  calculated  on  a 
basis  similar  to  that  under  CSR  1420(l)(b)  and  be  covered  by  the  SPA 
entitlement  in  that  cycle.  For  each  cycle,  this  arrangement  is  applicable 
to  - 

(a)  not  more  than  two  return  trips  according  to  the  commencement 
date  of  travel,  for  a  child  aged  below  19;  and 

(b)  not  more  than  one  return  trip  according  to  the  commencement  date 
of  travel,  for  a  child  aged  19  or  above  and  below  21. 

However,  if  the  child  is  only  eligible  for  a  pro  rata  SPA  in  respect  of  an 
incomplete  cycle,  or  a  cycle  during  which  the  child  turns  19  or  21,  the 
travelling  expenses  claimable  in  connection  with  the  school  passage  will 
also  be  calculated  proportionately. 

(6)  An  officer  may  claim  reimbursement  of  an  unaccompanied  air  baggage 
allowance  of  up  to  10  kilograms  for  the  child  at  the  rate  as  defined  in 
CSR  1460(2)(c)  only  when  the  child  participates  in  the  School  Passage 
Scheme  to  start  or  to  cease  education  outside  Hong  Kong. 

Sep  2006  (7)  Where  a  child  ceases  to  be  eligible  for  school  passage  (see  CSR 

1336(5))  in  the  course  of  a  cycle,  SPA  entitlement  in  respect  of  such  an 
incomplete  cycle  will  be  calculated  on  a  pro  rata  basis.  This 
arrangement  will  also  apply  to  any  travelling  expenses  claimable  under 
CSR  1337(5)  in  connection  with  the  school  passages.  Any  SPA 
including  travelling  expenses  paid  in  excess  of  the  pro  rata  entitlement 
will  be  recovered. 

Dec  99  (8)  Where  the  child’s  SPA  is  insufficient  to  cover  the  cost  of  the  school 

passage,  savings  of  the  parent’s  LPA  may  aggregate  with  the  child’s 
SPA  under  CSR  1385(l)(c)  subject  to  the  following  conditions  - 

(a)  part  of  the  school  passage  is  taken  together  with  a  parent’s  leave 
passage; 


Amendment  No.  37(b)/2006 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1337  (8)  (b)  the  aggregation  may  apply  not  more  than  once  in  the  officer's 

(Cont'd)  leave  passage  eligibility  period;  and 

(c)  the  amount  of  LPA  savings  to  be  aggregated  may  not  exceed 
100%  of  the  child's  SPA  entitlement  in  respect  of  the  current 
cycle. 

(9)  SPA  savings  cannot  be  used  to  offset  the  excess  cost  of  any  leave 
passage. 

(10)  Instead  of  using  SPA  for  a  child  to  visit  parents  in  Hong  Kong,  the 
officer  and/or  his  spouse  may  use  SPA  to  procure  air  tickets  to  visit 
the  child,  subject  to  the  following  conditions  - 


May  2001 


May  2001 


(a)  SPA  may  only  be  used  to  cover  the  cost  of  a  return  air  passage 
originating  from  Hong  Kong  to  the  country  in  which  the  child 
receives  full-time  education; 

(b)  Regardless  of  the  number  of  children  receiving  SPA,  SPA  may 
be  used  for  this  purpose  by  the  officer,  his  spouse,  or  both  at 
the  same  time  (i.e.  both  officer  and  spouse  must  commence  the 
journey  together)  provided  that  - 

(i)  the  commencement  date  of  the  current  passage  is  at  least 
12  months  after  the  commencement  date  of  the  last 
passage,  if  any,  taken  by  any  one  of  them;  and 

(ii)  the  current  visit  should  commence  before  the  child 
becomes  ineligible  for  SPA. 

(c)  none  of  the  children  may  use  SPA  to  take  any  school  passage 
during  the  period  of  the  visit; 

(d)  the  school  passage  cost  incurred  must  firstly  be  covered  by 
using  SPA.  When  the  child’s  SPA  is  used  up,  any  excess 
passage  cost  will  be  met  by  the  officer.  Where  applicable,  the 
excess  passage  cost  may  be  offset  by  LPA  savings  from  the 
accounts  of  the  officer  or  other  family  members,  subject  to  the 
rules  as  set  out  in  (8)  and  (9)  above; 

(e)  for  each  visit  using  SPA,  the  visiting  parent(s)  who  is/are 
eligible  for  leave  passage  will  be  deemed  to  have  taken  one  split 
leave  passage,  irrespective  of  whether  LPA  has  been  used  to 
cover  the  passage  cost;  and 

(f)  the  visiting  parent(s)  may  claim  reimbursement  of  travelling 
expenses  subject  to  (5)  above,  but  unaccompanied  air  baggage 
allowance  is  not  payable. 


Amendment  No.  22(1)/2001 


Sep  2006 


Apr  2009 


Apr  2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 

1337  (11)  An  officer  is  required  to  notify  immediately  the  Director  of 
(Cont’d)  Accounting  Services  in  writing  of  any  changes  in  circumstances 

which  may  affect  his  child’s  eligibility  for  school  passages,  e.g. 
cessation  of  education,  change  of  school  (see  Annex  9.15).  Where 
necessary,  an  officer  may  be  asked  to  provide  documentary  evidence 
to  confirm  the  child’s  eligibility. 

(12)  (a)  Where  a  child  ceases  to  be  eligible  for  SPA  under  CSR  1336(5) 
during  a  school  term,  the  child  may,  after  adjustment  of  his/her 
SPA  account,  use  any  unused  SPA  to  take  a  single  passage 
back  to  Hong  Kong  within  three  months  from  the  end  of  the 
school  term  as  a  concession  (but  see  (b)  below).  For  the 
avoidance  of  doubt,  “school  term”  above  does  not  include  any 
term  break  that  immediately  follows.  If  a  return  passage 
originating  from  the  country  of  study  has  been  claimed,  the 
Government  will  only  cover  half  of  the  passage  cost  or  the 
balance  of  SPA  left  in  the  account  after  adjustment,  whichever 
is  the  less.  Any  SPA  paid  in  excess  of  the  child’s  entitlement 
will  have  to  be  refunded  to  the  Government. 

(b)  Notwithstanding  (a)  above,  the  child  will  not  be  granted  any 
passage  if  - 

(i)  the  officer  resigns  without  giving  the  requisite  notice  or 
the  Secretary  for  the  Civil  Service  is  of  the  opinion  that 
the  officer  resigns  to  avoid  disciplinary  proceedings; 

(ii)  the  officer  is  dismissed;  or 

(iii)  the  officer  is  compulsorily  retired  or  whose  service  is 
terminated  for  reason  of  misconduct. 

Any  SPA  paid  in  excess  of  the  child’s  entitlement  will  have  to 
be  refunded  to  the  Government. 


(c)  In  any  event,  no  SPA  may  be  used  for  taking  passage  from 
Hong  Kong  on  or  after  the  date  on  which  the  officer  or  his  child 
ceases  to  be  eligible  for  SPA. 


Amendment  No.  15/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Oct  2002 


1337  (13)  On  withdrawal  from  the  School  Passage  Scheme,  the  child  of  an 

(Corn'd)  officer  on  overseas  terms  may  be  eligible  for  a  homeward  passage  or 
an  assisted  homeward  passage  (CSR  1332(1))  provided  that  the 
officer  is  finally  leaving  the  service  on  satisfactory  completion  of  his 
service  and  that  the  passage  is  taken  - 

(a)  not  later  than  the  expiry  of  the  officer’s  tour/agreement  or  end- 
of-tour/end-of-agreement  leave,  if  applicable;  or 

(b)  before  the  child  reaches  the  age  of  21  or  marries, 
whichever  is  the  earlier. 


(14)  Upon  leaving  the  service,  the  SPA  will  be  calculated  - 

(a)  in  the  case  of  an  officer  on  overseas  terms,  up  to  the  last  day  of 
duty  or  the  last  day  of  casual  leave/basic  leave/annual  leave 
taken  immediately  after  cessation  of  duty,  whichever  is  the 
later;  or 

(b)  in  the  case  of  an  officer  on  local  terms,  up  to  the  last  day  of 
service,  including  any  earned  leave  which  may  be  granted 
following  the  last  day  of  duty. 

(15)  Upon  invaliding,  death,  or  termination  of  service/compulsory 
retirement  for  reasons  other  than  misconduct,  any  debit  balance  in 
the  SPA  account  will  not  be  recovered.  At  the  discretion  of  the  Head 
of  Department,  the  child  of  an  officer  who  dies  in  service  may  be 
granted  an  air  ticket  at  the  most  economical  fare  level  to  return  to 
Hong  Kong. 

(16)  Procedures  for  application  and  payment  of  SPA  and  associated 
expenses  payable  under  CSRs  1337(5),  1337(6)  and  1337(10)(f)  are 
set  out  in  Annex  9.15. 


1338  -  1339 


Amendment  No.  35/2002 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


PASSAGES  IN  SPECIAL  CIRCUMSTANCES  (CSRs  1340  -  1374) 

A.  On  resignation  (see  also  CSRs  1106(1)  and  Annex  9.11) 

Officers  on  overseas  terms  (CSRs  1340  -  1343) 

1340  (1)  An  officer  on  overseas  terms  (except  officers  as  specified  in 

paragraph  (2)  below)  who  resigns  before  completing  half  of  his 
tour/agreement  is  required  to  refund  to  the  Government  the  cost  of 
outward  passages  to  Hong  Kong  and  any  associated  expenses 
granted  to  him  and/or  his  family  in  excess  of  his  entitlement  (see 
Annex  9.11  for  details  of  the  refund  arrangements).  An  officer  may 
use  his  credit  passage  balance  accumulated  under  CSR  1321,  if  any, 
to  offset  the  refund.  In  cases  of  exceptional  hardship,  however,  the 
Secretary  for  the  Civil  Service  may  waive  recovery  of  all  or  part  of 
such  cost. 

(2)  An  officer  on  overseas  permanent  terms  on  D4  or  above  or 
equivalent  who  has  transferred  to  the  revised  leave  and  leave  passage 
arrangements  in  accordance  with  Annex  8.13,  and  who  resigns 
before  completing  half  of  the  12-month  eligibility  period,  will  be 
required  to  refund  to  the  Government  the  cost  of  outward  passages  to 
Hong  Kong  and  any  associated  expenses  granted  to  him  and/or  his 
family  in  excess  of  his  entitlement  (see  Annex  9.11  for  details  of  the 
refund  arrangements).  In  this  context,  'outward  passages'  refer  to  the 
portion  of  the  LPA  entitlement  in  respect  of  the  preceding  eligibility 
period  granted  for  the  commencement  of  the  service  in  the  current 
eligibility  period.  An  officer  may  use  his  credit  passage  balance 
accumulated  before  his  transfer  to  the  revised  leave  and  leave 
passage  arrangements  (see  Annex  8.13),  if  any,  to  offset  the  refund. 
In  cases  of  exceptional  hardship,  however,  the  Secretary  for  the  Civil 
Service  may  waive  recovery  of  all  or  part  of  such  cost. 

Apr  2009  1341  If  an  officer  on  overseas  terms  resigns  before  completing  a  leave  passage 

eligibility  period  for  which  he  may  be  granted  a  return  LPA,  his  LPA 
entitlement  for  the  eligibility  period  concerned  will  be  calculated  on  a  pro 
rata  basis  according  to  the  completed  service.  This  arrangement  also 
applies  to  an  officer  on  overseas  terms  who  has  transferred  to  the  revised 
leave  and  leave  passage  arrangements  in  accordance  with  Annex  8.13. 
The  officer  will  be  required  to  refund  to  the  Government  the  passage  cost 
and  any  associated  expenses  granted  to  him  and/or  his  family  members  in 
excess  of  his  entitlement  (see  Annex  9.11  for  details  of  the  refund 
arrangements).  An  officer  may  use  his  credit  passage  balance  accumulated 
under  CSR  1321,  if  any,  to  offset  the  refund  (see  also  para.  11  of  Annex 
8.13).  The  Secretary  for  the  Civil  Service  may  forfeit  all  the  passage 
allowance  of  the  officer  if  he  is  of  the  opinion  that  the  officer  resigns  to 
avoid  disciplinary  proceedings. 


Amendment  No.  16/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


1342 


1343  (1)  An  officer  on  overseas  terms  (except  as  specified  in  paragraph  (2) 

below)  who  resigns  in  the  course  of  his  tour/agreement  will  not  be 
eligible  for  end-of-tour/end-of-agreement  homeward  passage  for 
himself  and  his  family  unless  - 

(a)  he  serves  the  requisite  period  of  notice  (see  CSR  320);  and 

(b)  he  completes  the  length  of  tour/agreement  applicable  to  his 
case,  including  any  adjustment  under  CSRs  1200(3),  1203  and 
1204.  For  the  purpose  of  this  regulation,  an  officer  may  be 
deemed  to  have  completed  his  tour/agreement  if  he  has 
sufficient  credit  passage  balance  accumulated  under  CSR  1321 
to  cover  in  full  any  deficiency  in  service  eligibility. 

(2)  An  officer  on  overseas  terms  on  D4  or  above  or  equivalent  who  has 
transferred  to  the  revised  leave  and  leave  passage  arrangements  in 
accordance  with  Annex  8.13,  and  who  resigns  in  his  final  passage 
eligibility  period  (i.e.  the  last  cycle  of  his  final  agreement  or  the  last 
cycle  in  which  he  would  commence  his  pre-retirement  leave  if  he 
were  to  retire)  will  not  be  eligible  for  homeward  passage  for  himself 
and  his  family  unless  he  serves  the  requisite  period  of  notice  (see 
CSR  320)  and  - 

(a)  in  the  case  of  an  officer  on  agreement  terms,  he  completes  the 
length  of  agreement  applicable  to  his  case.  For  the  purpose  of 
this  regulation,  an  officer  may  be  deemed  to  have  completed 
his  agreement  if  he  has  sufficient  credit  passage  balance 
accumulated  before  his  transfer  to  the  revised  leave  and  leave 
passage  arrangements  to  cover  in  full  any  deficiency  in  service 
eligibility;  or 

(b)  in  the  case  of  an  officer  on  permanent  terms,  he  has  sufficient 
credit  passage  balance  accumulated  before  his  transfer  to  the 
revised  leave  and  leave  passage  arrangements  to  cover  in  full 
any  deficiency  in  service  eligibility  from  his  last  day  of  active 
service  before  resignation  up  to  his  original  commencement 
date  of  pre-retirement  leave  if  he  were  to  retire. 


Amendment  No.  23(2)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1343  (3)  An  officer  must  avail  himself  of  passages  granted  to  him  under  this 

(Cont’d)  Regulation  within  one  month  from  the  date  he  ceases  duty,  or  of  the 

earliest  available  sea  passage  where  applicable. 


Officers  on  Directorate  Pay  Scale  or  equivalent  who  are  on  local  terms, 
common  terms  or  new  terms 

1344  (1)  Officers  on  local  terms  or  common  terms 

An  officer  who  resigns  before  completing  a  passage  eligibility  period 
will  be  granted  leave  passage  on  a  pro  rata  basis  equivalent  to  the 
completed  service  of  the  cycle  concerned  (final  leave  taken  by  an 
May  2001  officer  is  not  counted  as  service  for  earning  leave  passages).  The 

LPA  will  be  calculated  as  follows  - 

(a)  for  an  officer  on  D4  and  above  -  the  formula  at  CSR  1377(2)  or 
1378(11)  should  be  used  as  appropriate; 

(b)  for  an  officer  on  D1  -  D3  -  the  formula  at  CSR  1377(3)(b) 
should  be  used. 

Apr  2009  However,  the  Secretary  for  the  Civil  Service  may  forfeit  all  the 

passage  allowance  of  the  officer  if  he  is  of  the  opinion  that  the  officer 
resigns  to  avoid  disciplinary  proceedings.  The  officer  is  also 
required  to  refund  to  the  Government  the  passage  cost  granted  to  him 
and/or  his  family  in  excess  of  his  entitlement  (see  Annex  9.11  for 
details  of  the  refund  arrangements).  An  officer  who  has  a  credit 
passage  balance  on  promotion  to  D4  or  above  or  equivalent  may  use 
the  balance  to  offset  the  refund  (see  Section  B  of  Annex  9.4). 

(2)  Officers  on  new  terms 

Apr  2009  For  an  officer  who  resigns,  LPA  to  be  granted  for  the  final  eligibility 

period  prior  to  his  leaving  the  service  will  be  calculated  on  a  pro  rata 
basis  according  to  the  formula  at  CSR  1318(4)(c)  up  to  and  including 
the  end  date  of  his  appointment  as  described  in  CSR  1166(1). 
However,  the  Secretary  for  the  Civil  Service  may  forfeit  all  the 
passage  allowance  of  the  officer  if  he  is  of  the  opinion  that  the  officer 
resigns  to  avoid  disciplinary  proceedings. 

1345  -  1346 


Amendment  No.  17(a)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 
Nov.  2002 


Apr  2009 


B.  On  interdiction  (see  also  CSR  1106(3)) 

1347  An  officer  who  has  been  interdicted  from  duty  may  not  earn  leave  passage 
during  the  period  of  interdiction  except  with  the  approval  of  the  Secretary 
for  the  Civil  Service/Head  of  Department.  In  this  connection,  the 
following  leave  passage  arrangements  will  apply  - 

(a)  For  the  cycle  in  which  an  officer  is  interdicted,  he  would  be  eligible 
for  pro  rata  LPA  calculated  up  to  the  date  before  interdiction.  He 
would  not  earn  LPA  after  that  day  until  further  notice.  HoD/HoG 
should  inform  the  Director  of  Accounting  Services  of  the  officer’s 
date  of  interdiction  and  to  calculate  the  LPA  accordingly.  For  those 
who  have  been  credited  LPA  for  the  full  cycle  concerned  prior  to 
interdiction  and  who  have  claimed  LPA  in  excess  of  the  pro  rata 
entitlement,  no  adjustment  will  be  required  until  the  outcome  of  the 
case  is  available.  However,  the  portion  of  the  unused  LPA  for  the 
concerned  cycle  credited  in  excess  of  the  pro  rata  entitlement  should 
be  frozen  (in  other  words,  the  balance  carried  forward  from  previous 
cycles  may  still  be  used). 

(b)  If  the  interdiction  is  lifted,  HoD/HoG  should  consider  whether  the 
LPA  that  an  officer  would  have  earned  during  the  interdiction  period 
should  be  credited  to  the  officer's  LPA  balance.  He  should  make  a 
recommendation  to  the  Secretary  for  the  Civil  Service/HoD  if  it  is 
considered  that  the  LPA  should  be  granted.  Under  normal 
circumstances,  where  no  criminal  or  disciplinary  proceedings  have 
been  instituted  against  the  officer  after  investigation  or  if  the  officer 
has  not  been  found  guilty  of  criminal  or  disciplinary  charges, 
approval  should  normally  be  granted  for  such  LPA  to  be  credited  as 
if  the  officer  has  not  been  interdicted,  subject  to  the  maximum 
amount  of  LPA  allowed  under  paragraph  3  of  Annex  9.8. 

(c)  If  the  officer  is  removed  from  service  due  to  criminal  or  disciplinary 
proceedings,  all  his  leave  passage  entitlement  including  LPA  carried 
forward  from  previous  cycles  will  be  forfeited. 

1348  -  1349 


Amendment  No.  17(b)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001  C.  On  dismissal,  compulsory  retirement  or  termination  of  service  by  the 

Government  (see  also  CSRs  1106(2)  and  Annex  9.11) 

Officers  on  overseas  terms  (CSRs  1350-1352) 

May  2001  1350  (1)  An  officer  on  probation  or  an  officer  who  has  not  completed  his 

tour/agreement  or  12-month  eligibility  period  (in  the  case  of  an 
officer  on  D4  and  above  or  equivalent  who  has  transferred  to  the 
revised  leave  and  leave  passage  arrangements  in  accordance  with 
Annex  8.13),  and  whose  appointment  is  terminated  by  the 
Government  for  reasons  other  than  misconduct  or  who  is 
compulsorily  retired  for  reasons  other  than  misconduct,  will  be 
granted  an  air  ticket  at  the  most  economical  fare  level  for  a  direct 
single  passage  to  his  country  of  origin  provided  the  officer  takes  the 
passage  within  one  month  from  the  date  of  ceasing  duty. 

(2)  An  officer  on  overseas  terms  who  is  compulsorily  retired  for  reasons 
of  misconduct,  or  is  dismissed,  or  whose  probation 
service/agreement  is  terminated  by  the  Government  for  reasons  of 
misconduct,  ceases  to  be  eligible  for  any  passages.  An  air  ticket  at 
the  most  economical  fare  level  for  a  direct  single  passage  to  the 
officer’s  country  of  origin  may,  however,  be  granted  at  the  discretion 
of  the  Secretary  for  the  Civil  Service  in  exceptional  circumstances, 
provided  the  officer  takes  the  passage  within  one  month  from  the 
date  of  ceasing  duty.  The  class  of  passage  granted  in  such  cases  will 
also  be  at  the  discretion  of  the  Secretary  for  the  Civil  Service. 


1351  Upon  dismissal,  compulsory  retirement  or  termination  of  service  by  the 
Government,  an  officer  on  overseas  terms  will  be  required  to  refund  to  the 
Government  the  cost  of  outward  passages  to  Hong  Kong  and  any 
associated  expenses  granted  to  him  and/or  his  family  in  excess  of  his 
entitlement.  For  an  officer  on  overseas  permanent  terms  on  D4  or  above 
or  equivalent  who  has  transferred  to  the  revised  leave  and  leave  passage 
arrangements  in  accordance  with  Annex  8.13,  the  refund  of  the  outward 
passage  and  associated  expenses  will  be  determined  on  the  same  basis  as 
that  in  CSR  1340(2).  (See  Annex  9.11  for  details  of  the  refund 
arrangements). 


Amendment  No.  23(5)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 

1352  (1)  On  dismissal,  compulsory  retirement  or  termination  of  service  by  the 

Government,  an  officer  on  overseas  terms  (except  those  as  specified 
in  paragraph  (2)  below)  will  be  required  to  refund  to  the  Government 
the  passage  cost  and  any  associated  expenses  granted  to  him  and/or 
his  family  in  excess  of  his  entitlement  (see  Annex  9.11  for  details  of 
the  refund  arrangements).  Upon  dismissal,  compulsory  retirement  or 
termination  of  service,  an  officer  forfeits  any  annual  leave  passages 
for  which  he  may  be  eligible,  including  LPA  carried  forward  from 
previous  eligibility  period.  (Also  see  CSR  1233(3)  for  recovery  of 
unearned  leave.). 

(2)  For  an  officer  on  overseas  permanent  terms  on  D4  or  above  or 
equivalent  who  has  transferred  to  the  revised  leave  and  leave  passage 
arrangements  in  accordance  with  Annex  8.13,  the  passage  eligibility 
period  in  which  he  leaves  the  service  will  be  deemed  to  be  his  final 
eligibility  period  and  his  entitlement  for  a  return  LPA  will  be 
forfeited.  The  officer  will  be  required  to  refund  to  the  Government 
the  passage  cost  and  any  associated  expenses  granted  to  him  and/or 
his  family  member  in  respect  of  this  eligibility  period  (see  Annex 
9.11  for  details  of  the  refund  arrangements).  Upon  dismissal, 
compulsory  retirement  or  termination  of  service,  he  forfeits  any 
passage  for  which  he  may  be  eligible,  including  LPA  carried  forward 
from  previous  eligibility  period.  (Also  see  CSR  1196(8)  for  recovery 
of  unearned  leave.) 

Officers  on  Directorate  Pay  Scale  or  equivalent  who  are  on  local  terms, 

common  terms  or  new  terms 

1353  (1)  Officers  on  local  terms  or  common  terms 

May  2001  (a)  An  officer  who  is  compulsorily  retired  from  the  service  for 

reasons  of  misconduct,  is  dismissed,  or  whose  service  is 
terminated  by  the  Government  for  reasons  of  misconduct,  will 
be  required  to  refund  to  the  Government  the  passage  cost 
granted  to  him  and/or  his  family  in  excess  of  his  entitlement 
(see  Annex  9.11  for  details  of  the  refund  arrangements).  An 
officer  who  has  a  credit  passage  balance  on  promotion  to  D4  or 
above  or  equivalent  may  use  the  balance  to  offset  the  refund 
(see  Annex  9.4).  Upon  dismissal,  compulsory  retirement  or 
termination  of  service,  an  officer  forfeits  any  passage  benefits 
for  which  he  may  be  eligible,  including  LPA  carried  forward 
from  previous  eligibility  period.  (Also  see  CSRs  1176(2)  and 
1185(4)  for  recovery  of  unearned  leave.) 


Amendment  No.  23(6)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


May  2001 


May  2001 


(b)  An  officer  who  is  compulsorily  retired/whose  service  is 

terminated  by  the  Government  for  reasons  other  than 

misconduct  may  be  granted  LPA  on  similar  basis  as  described 
in  CSR  1344(l)(a)  or  (b)  as  appropriate. 

Officers  on  new  terms 

(a)  An  officer  who  is  compulsorily  retired  from  the  service  for 
reasons  of  misconduct,  is  dismissed,  or  whose  service  is 
terminated  by  the  Government  for  reasons  of  misconduct 
forfeits  all  passage  benefits  for  which  he  may  be  eligible.  (See 
also  CSR  1318(7)) 

(b)  An  officer  who  is  compulsorily  retired/whose  service  is 

terminated  by  the  Government  for  reasons  other  than 

misconduct  may  be  granted  LPA  on  similar  basis  as  described 
in  CSR  1318(4)(c). 


D.  On  completion  of  final  agreement  by  officers  on  overseas  terms 

1354  (1)  An  officer  appointed  before  1  December  1984  on  agreement  who 

leaves  the  service  of  the  Government  at  the  age  of  50  or  over  on 
satisfactory  completion  of  agreements  totalling  not  less  than  15  years' 
public  service  in  Hong  Kong  (inclusive  of  final  leave),  or  a  British 
dependent  territory  before  1  July  1997,  may  choose  to  take  his 
homeward  passage  by  a  standard  sea  passage  (see  CSR  1380)  instead 
of  LPA  upon  his  finally  leaving  the  service  on  retirement.  The  class 
and  grade  of  accommodation  will  be  determined  in  accordance  with 
CSR  1390.  However,  an  officer  who  takes  up  a  non-standard  sea 
passage  for  his  homeward  journey  will  be  granted  LPA  according  to 
the  appropriate  level  as  specified  in  CSR  1390  provided  the  journey 
is  substantially  by  sea  (the  respective  rates  of  LPA  are  set  out  in 
Section  (B)(2)  of  Annex  9.5). 

(2)  All  other  officers  satisfactorily  completing  their  agreement  will  be 
eligible  for  a  single  homeward  passage  by  air  as  may  be  provided  in 
accordance  with  their  terms  of  appointment. 

(3)  An  officer  who  has  completed  his  final  agreement  must  take  his 
homeward  passage  before  his  final  leave  expires,  or  within  6  months 
from  the  date  of  ceasing  duty,  whichever  is  the  later.  In  exceptional 
circumstances,  Director  of  Accounting  Services  may  approve  a 
deferment  of  the  officer's  and  his  family's  passages  subject  to  his 
LPA  being  frozen  at  the  rate  prevailing  on  the  last  day  of  his  final 
leave. 


1353  (1) 

(Cont'd) 


(2) 


Amendment  No.  23(7)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1354  (4)  An  officer  on  permanent  terms  who  is  to  be  re-employed  on 

(Corn'd)  agreement  terms  after  his  retirement  without  a  break  in  service  may 

use  in  advance  the  air  passage  to  which  he  will  be  entitled  under  the 
terms  of  his  agreement  prior  to  re-employment,  and  carry  forward 
any  sea  passage  entitlement  under  CSR  1356  until  the  end  of  his 
agreement  service.  An  officer  who  takes  a  homeward  sea  passage 
under  CSR  1356  at  the  time  of  his  retirement  will  not  be  eligible  for 
a  homeward  sea  passage  under  paragraph  (1)  above  at  the  end  of  his 
agreement  service. 


May  2001  E.  On  retirement  of  officers  on  overseas  permanent  terms 
Eligibility  for  homeward  passages 

1355  (1)  Retirement  at  the  normal  retirement  age  or  at  the  end  of  an 

extension  of  service  beyond  the  normal  retirement  age 

(a)  An  officer  is  eligible  for  a  full  homeward  passage  if  he  has 
completed  12  or  more  months  of  service  (see  CSR  1321(4)) 
since  the  commencement  of  the  final  tour  (excluding  any  12- 
month  eligibility  period  in  which  the  annual  leave  was  taken). 

(b)  An  officer  who  has  taken  annual  leaves  in  two  or  more 
consecutive  12-month  eligibility  periods  during  the  course  of 
his  final  tour  is  eligible  for  a  full  homeward  passage. 

(c)  Other  than  in  (b)  above,  an  officer  who  has  less  than  12  months 
of  service  (see  CSR  1321(4))  in  his  final  tour  (excluding  any 
12-month  eligibility  period  in  which  annual  leave  was  taken)  is 
eligible  for  a  proportionate  homeward  passage  calculated  as 
follows  - 


Single 

LPA 


No.  of  days  of  service 

(see  CSR  1321(4))  since  the  commencement  of  the 
x  final  tour,  excluding  any  12-month  eligibility 

period  in  which  annual  leave  was  taken _ 

365 


An  officer  is  not  permitted  to  apply  his  credit  passage  balance 
accumulated  under  CSR  1321  to  this  formula  to  increase  his 
proportionate  homeward  passage.  Any  associated  expenses 
payable  under  CSRs  1384,  1420  and  1460  will  also  be  reduced 
on  the  same  proportionate  basis  as  an  officer's  homeward 
passage. 


Amendment  No.  23(8)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1355 

(Cont’d) 


(2)  Voluntary  retirement  before  the  normal  retirement  age 

(a)  An  officer  who  retires  voluntarily  before  the  normal  retirement 
age  will  be  eligible  for  a  full  homeward  passage  only  if  he 
completes  his  normal  tour  or  he  has  taken  annual  leaves  in  two 
or  more  consecutive  12-month  eligibility  periods  during  the 
course  of  his  final  tour. 

(b)  Other  than  in  (2)(a)  above,  an  officer  who  retires  voluntarily 
before  the  normal  retirement  age  will  be  eligible  for  a 
proportionate  homeward  passage  calculated  in  accordance  with 
CSR  1323(4).  Any  associated  expenses  payable  under  CSRs 
1384,  1420  and  1460  will  also  be  calculated  on  the  same 
proportionate  basis. 

(c)  For  the  purpose  of  this  regulation,  voluntary  retirement 
includes  retirement  on  attaining  maximum  pension  benefits 
before  the  normal  retirement  age. 

(3)  Compulsory  retirement  before  the  normal  retirement  age  and 
invaliding 

(a)  An  officer  who  leaves  the  service  on  compulsory  retirement 
(except  as  described  in  (b)  below)  or  on  invaliding  will  be 
eligible  for  a  full  homeward  passage  irrespective  of  the  period 
he  has  served  in  his  final  tour  and  irrespective  of  any  debit 
passage  balance  accumulated  under  CSR  1321. 

(b)  An  officer  who  leaves  the  service  on  compulsory  retirement  for 
reasons  of  misconduct  will  not  be  eligible  for  any  homeward 
passage. 

(4)  Retirement  after  transfer  to  the  revised  leave  and  leave  passage 
arrangements  in  accordance  with  Annex  8.13 

Such  an  officer  will  be  eligible  for  a  full  homeward  passage 
irrespective  of  the  period  he  has  served  since  his  transfer  to  the 
revised  leave  and  leave  passage  arrangements.  However,  he  will  not 
be  eligible  for  any  homeward  passage  if  he  leaves  the  service  on 
compulsory  retirement  for  reasons  of  misconduct. 


Amendment  No.  23(9)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Homeward  passage  by  sea 

1356  An  officer  on  overseas  permanent  terms  appointed  before  1  December 
1984  who  retires  at  the  age  of  50  or  over  may  choose  to  take  his  homeward 
passage  by  a  standard  sea  passage  (see  CSR  1380)  instead  of  LPA  upon 
his  finally  leaving  the  service  on  retirement.  The  class  and  grade  of 
accommodation  will  be  determined  in  accordance  with  CSR  1390. 
However,  an  officer  who  takes  up  a  non-standard  sea  passage  for  his 
homeward  journey  will  be  granted  LPA  according  to  the  appropriate  level 
as  specified  in  CSR  1390  provided  the  journey  is  substantially  by  sea  (the 
respective  rates  of  LPA  are  set  out  in  Section  B(2)  of  Annex  9.5). 

1357 


Retirement  of  women  officers  on  overseas  terms  on  marriage  (see  also  CSRs 
144  and  343) 

1358  (1)  (a)  A  woman  officer  on  overseas  permanent  terms  who  was 

appointed  before  17  November  1972  and  retires  on  marriage 
before  completing  half  of  her  second  or  subsequent  normal  tour 
and  continues  to  serve  as  a  temporary  officer  must  deposit  with 
the  Director  of  Accounting  Services  a  sum  equal  to  that 
proportion  of  the  cost  to  the  Government  of  her  passage  to 
Hong  Kong  provided  in  that  tour,  which  the  uncompleted 
portion  of  half  tour  bears  to  the  half  tour.  If  she  completes  her 
half  tour  the  deposit  will  be  refunded.  If  she  fails  to  do  so  she 
will  receive  a  proportionate  refund  based  on  the  actual  period 
of  the  half  tour  served. 

(b)  If  such  an  officer  retires  and  does  not  continue  to  serve  as  a 
temporary  officer,  she  will  be  required  to  refund  to  the 
Government  that  proportion  of  the  cost  to  the  Government  of 
her  passage  to  Hong  Kong  provided  in  that  tour,  which  the 
uncompleted  portion  of  the  half  tour  bears  to  the  half  tour. 


Amendment  No.  23(10)/2001 
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May  2001 


1359  The  Director  of  Accounting  Services  may  grant  a  woman  officer  who  was 
appointed  before  17  November  1972  and  subsequently  retires  on  marriage 
a  homeward  passage  to  her  country  of  origin  provided  that  - 

(a)  by  continuing  to  serve  as  a  temporary  officer,  she  completes  a 
minimum  tour  (see  CSR  1300(g)); 

(b)  she  produces  to  the  Director  of  Accounting  Services  a  certificate 
from  her  husband’s  employer  stating  that  they  do  not  provide  her 
with  a  passage  under  his  terms  of  employment;  and 

(c)  she  takes  the  passage  within  six  months  of  the  date  of  ceasing  duty  or 
by  the  day  following  the  date  of  expiry  of  her  earned  leave, 
whichever  is  the  later. 


Availability  of  passages  for  officers  on  overseas  terms  on  retirement 

1360  Except  in  the  case  of  retirement  on  medical  grounds  (i.e.  invaliding),  an 
officer  must  take  his  homeward  passage  before  his  final  leave  expires,  or 
within  6  months  from  the  date  of  ceasing  duty,  whichever  is  the  later.  In 
exceptional  circumstances,  the  Director  of  Accounting  Services  may 
approve  a  deferment  of  the  officer's  and  his  family's  passages,  subject  to 
his  LPA  being  frozen  at  the  rate  prevailing  on  the  last  day  of  his  final  leave 
(see  Annex  2.3  regarding  passages  on  retirement  on  medical  grounds). 


1361  -  1362 


F.  Sea  passage  provided  on  medical  grounds  for  officers  on  overseas 
terms 

1363  If  an  officer  or  eligible  member  of  his  family,  who  has  not  taken  any  LPA 
in  respect  of  the  current  tour/agreement,  is  certified  by  an  officer  of  the 
Department  of  Health  not  below  the  rank  of  Assistant  Director  to  be 
medically  unfit  to  travel  by  air  when  going  on  vacation  leave  or  overseas 
addition,  a  standard  return  sea  passage  (CSR  1380)  may  be  provided.  In 
such  a  case,  the  class  and  grade  of  accommodation  would  be  determined  in 
accordance  with  CSR  1390.  The  extent  to  which  similar  passages  could  be 
provided  for  other  members  of  the  family  would  be  determined  by  the 
Secretary  for  the  Civil  Service  in  the  light  of  the  circumstances  in  each 
case. 


1364 


Amendment  No.  23(1 1)/2001 
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May  2001 
Apr  2009 


Apr  2009 


May  2001 

Apr  2009 


G.  When  travelling  on  duty  outside  Hong  Kong 

(This  section  applies  to  all  officers.  Also  see  CSR  1384  on  airport  tax.) 

1365  (1)  Except  as  provided  in  (2)  and  (3)  below,  an  officer  travelling  by  air 

on  duty  outside  Hong  Kong  will  normally  be  provided  with  passages 
of  the  following  class  - 

Office  Class  of  Air  Travel 

D4  to  D8  or  equivalent  Business  Class  (see  Note  below) 

D3  and  below  or  equivalent  Economy  Class 
Note : 

Officers  are  encouraged  to  travel  on  Economy  Class  for  short  flights 
where  the  flying  time  is  less  than  4  hours. 

(2)  (a)  The  passage  for  an  officer  travelling  in  the  capacity  of  D3  and 

below  or  equivalent  may  be  upgraded  from  Economy  Class  to 

Business  Class  under  the  following  circumstances  - 

(i)  where  the  flying  time  exceeds  9  hours  (referring  to  the 
normal  flying  time,  including  transit  time,  according  to 
the  original  route  approved  by  the  relevant  Permanent 
Secretary /Head  of  Department  for  the  duty  visit);  or 

(ii)  where  the  officer  has  to  travel  again  within  7  calendar 
days  from  his  last  return  from  duty  outside  Hong  Kong  or 
where  the  officer  is  subject  to  a  tight  flight  schedule  of  no 
less  than  3  flights  within  5  days;  or 

(iii)  where  the  appropriate  class  of  travel  is  not  available  on 
the  route  concerned  and  choice  of  other  flights  is  not 
appropriate  for  the  purpose  of  the  visit;  or 

(iv)  where  the  officer  is  required  on  duty  to  travel  in  the  same 
class  with  another  person  or  group  of  persons  taking  a 
higher  class  of  passage  than  that  normally  provided  to  the 
officer. 


(b)  (Deleted) 

(3)  Notwithstanding  (1)  and  (2)  above,  no  upgrading  will  be  allowed  - 

(a)  for  the  outward  journey  to  the  duty  place,  if  an  officer  takes 
leave  outside  Hong  Kong  before  duty  is  performed;  or 

(b)  for  the  return  journey  to  Hong  Kong,  if  an  officer  takes  leave  or 
is  granted  authorised  absence  under  CSR  1111(4)  after 
performance  of  duty  outside  Hong  Kong  or  upon  arrival  in 
Hong  Kong. 


Amendment  No.  18/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


March  2003 


May  2001 


1365  (4)  Approval  may  be  given  for  an  officer  to  vary  his  duty  passage 

(Corn'd)  arrangements  for  personal  reasons  subject  to  the  following  - 

(a)  the  modification  would  not  undermine  the  original  justifications 
for  the  passage  arranged  by  the  Department; 

(b)  additional  expenses,  if  any,  must  be  met  by  the  officer;  and 

(c)  savings,  if  any,  should  not  be  used  to  subsidise  the  officer’s 
personal  travel. 

Where  the  modified  passage  is  at  a  class  of  travel  or  fare  level  (e.g. 
Economy  Class  fare  contains  various  fare  levels  such  as  Advanced 
Purchase  Excursion  (APEX),  Point-to-Point,  Excursion  etc.)  lower 
than  the  original  unmodified  passage,  a  fare  level  commensurate  with 
that  of  the  modified  passage  should  be  used  for  determining  the  cost 
to  be  borne  by  the  Government. 


(5)  The  authority  for  upgrading/modification  of  passage  rests  with  Heads 
of  Department,  or  the  relevant  Permanent  Secretary  (or  supervising 
officer  if  there  is  no  relevant  Permanent  Secretary)  if  the  officer 
travelling  is  a  Head  of  Department.  For  cases  concerning  officers  at 
the  rank  of  Permanent  Secretary  or  equivalent,  the  authority  rests 
with  the  Secretary  for  the  Civil  Service. 


1366  -  1369 


H.  In  cases  of  exceptional  hardship 

1370  In  case  of  exceptional  hardship,  air  tickets  may  be  granted  at  the  discretion 
of  the  Secretary  for  the  Civil  Service  to  an  officer  on  overseas  terms  and/or 
the  officer's  dependent  relative,  or  to  a  person  escorting  an  officer  on 
overseas  terms  and/or  dependent  relative,  even  if  not  otherwise  permissible 
under  Civil  Service  Regulations  (see  CSR  1384(2)). 
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Amendment  No.  8(b)/2003 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Apr  2009 
Apr  2009 


Apr  2009 


I.  On  the  death  of  an  officer  (see  also  CSR  1334) 

1371  (1)  Officers  on  overseas  terms  while  using  LPA  during  leave  outside 

Hong  Kong 

If  an  officer  on  overseas  terms  dies  while  using  LPA  during  leave 
outside  Hong  Kong,  the  spouse  who  travels  with  the  officer  may  be 
granted  an  Economy  Class  air  ticket  at  the  most  economical  fare 
level  for  travelling  from  the  officer's  country  of  origin  (or  from  the 
country  in  which  the  officer  has  died)  to  Hong  Kong  to  enable 
her/him  to  wind  up  the  family's  affairs  in  Hong  Kong,  and  afterwards 
from  Hong  Kong  back  to  the  officer's  country  of  origin.  The 
deceased  officer's  Departmental  Secretary  will  ascertain  from  the 
bereft  spouse  whether  she/he  wishes  to  apply  for  passage  and,  if  so, 
will  arrange  with  the  Director  of  Accounting  Services  for  the 
provision  of  air  ticket.  The  journey  to  Hong  Kong  should  take  place 
within  3  months  of  the  officer's  death,  but  an  extension  of  this  period 
may  be  granted  at  the  discretion  of  the  Secretary  for  the  Civil 
Service. 

(2)  Officers  eligible  for  LPA 

On  the  death  of  an  officer,  any  debit  balance  in  the  LPA  account(s) 
of  the  officer  and  eligible  family  members  will  not  be  recovered. 


1372  -  1374 


Amendment  No.  19/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


PASSAGES  FOR  OFFICERS  ON  OVERSEAS  TERMS  TAKING  ANNUAL 
LEAVE  (CSR  1375) 

1375  (1)  Subject  to  CSR  1301,  an  officer  on  overseas  terms  who  takes  annual 

leave  under  CSR  1200(3),  1201  or  1203  will  normally  be  eligible  for 
a  return  LPA  (but  see  paragraph  (9)  below)  at  the  appropriate  level 
according  to  his  country  of  origin  (see  CSR  1300(e))  at  the  rate  as 
specified  at  Annex  9.5.  Annual  leave  passages  are  granted  on  the 
basis  of  each  12-month  eligibility  period,  i.e.  the  same  period  for 
which  the  officer  is  granted  annual  leave  (CSR  1230(1)).  Homeward 
passages  are  granted  on  the  basis  of  the  whole  agreement  period. 

(2)  (a)  An  officer’s  family  as  defined  in  CSR  1300(b)  and  (c)  will  be 

granted  similar  passage  benefits  as  that  provided  for  the  officer 
subject  to  CSR  1330  and  (b)  below. 

(b)  A  dependent  child  who,  under  CSR  1332,  ceases  to  be  eligible 
for  passage  benefits  during  a  12-month  eligibility  period  may  be 
granted  a  return  LPA  provided  that  the  passage  commences 
before  the  child  becomes  ineligible  for  passage  benefits. 
Notwithstanding  this,  a  dependent  child  who  becomes  ineligible 
for  passage  benefits  in  the  final  12-month  period  of  an  officer's 
agreement/re-employment  is  not  eligible  for  a  return  LPA,  but 
the  child  may  be  granted  an  'assisted'  final  homeward  passage 
calculated  under  CSR  1332(2)(b).  The  child's  LPA  balance  will 
lapse  once  the  child  becomes  ineligible  for  passages. 

(3)  An  officer  who  was  appointed  before  1  January  1998  may  request  the 
provision  of  an  air  ticket  of  an  appropriate  class  (see  CSR  1405) 
between  Hong  Kong  and  his  country  of  origin  if  the  amount  of  LPA 
provided  in  respect  of  a  12-month  eligibility  period,  or  a  full 
agreement  (in  case  of  the  homeward  passage  of  the  officer’s  final 
agreement),  as  appropriate,  is  insufficient  to  procure  a  standard  air 
passage  under  CSR  1380,  subject  to  the  following  - 

(a)  air  ticket  at  the  most  economical  fare  level  in  the  officer's 
entitled  class  of  travel  will  be  provided  (but  see  (8)  below); 

(b)  he  will  not  be  eligible  to  receive  any  LPA  for  that  12-month 
eligibility  period,  or  homeward  passage  for  that  agreement,  as 
appropriate,  even  if  he  subsequently  becomes  eligible  for  LPA 
at  a  higher  level  as  a  result  of  his  promotion  in  the  same 
eligibility  period;  and 


[BPROCH9001W7]/[CSR1 354/77] 


Amendment  No.  8(37)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1375  (3)  (c)  where  the  officer  is  required  to  refund  to  the  Government  the 

(Cont'd)  passage  cost  for  whatever  reasons,  the  amount  to  be  refunded 

will  be  calculated  according  to  the  actual  cost  of  the  air  ticket 
procured. 

An  officer  will  not  be  eligible  to  claim  air  tickets  under  this 
regulation  if  his  LPA  entitlement  in  respect  of  the  eligibility  period  is 
less  than  the  LPA  for  a  complete  eligibility  period. 

(4)  An  officer  who  is  granted  annual  leave  passages  is  not  eligible  for 
baggage  allowance  under  CSR  1460,  except  when  he  finally  leaves 
the  service  on  satisfactory  completion  of  agreement. 

(5)  (a)  An  officer  may,  subject  to  the  rules  set  out  in  Annex  9.2,  split 

his  annual  leave  and  LPA  so  that  two  separate  passages  are 
taken  within  the  12-month  eligibility  period. 

(b)  Leave  passages  should  be  taken  within  each  12-month 
eligibility  period.  However,  the  approving  authority  in  CSR 
1102  may  approve  deferment  of  annual  leave  passage  (or  split 
annual  leave  passages)  to  the  next  eligibility  period  on 
operational  grounds.  Deferment  of  annual  leave  passage  (or 
split  annual  leave  passages)  on  personal  grounds  may  also  be 
approved  provided  that  the  deferred  passage  commences  within 
the  first  90  days  of  the  next  eligibility  period  (see  CSRs 
1232(2)(d)  and  para.  8  of  Annex  9.8). 

(6)  Savings  on  leave  passages  may  be  aggregated  in  accordance  with 
CSR  1385  (also  see  CSR  1337(8)).  Any  unspent  LPA  at  the  end  of 
an  eligibility  period  will  be  carried  forward  to  the  next  eligibility 
period,  subject  to  the  rules  set  out  in  Annex  9.8. 

June  2001  (7)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 

period  - 

(a)  study  leave  and/or  unpaid  leave; 

(b)  vacation  leave/overseas  addition/basic  leave,  excluding  that 
combined  with  annual  leave  under  CSR  1232(l)(e)  (see  (c) 
below);  or 

(c)  over  90  days  of  leave  in  total  (in  this  context,  leave  refers  to 
casual  leave,  annual  leave  and/or  other  types  of  accrued  leave 
combined  with  annual  leave), 


Amendment  No.  52(a)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


June  2001  1375  (7)  the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 

(Cont'd)  applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 

in  (a)  and  (b)  above,  and  any  days  in  excess  of  90  days  in  respect  of 
the  leave  in  (c)  above.  (See  also  CSR  1233(2).)  Where  the 
adjustment  renders  the  final  eligibility  period  incomplete  (e.g.  an 
agreement  officer  whose  agreement  is  not  extended  to  make  up  for  a 
complete  eligibility  period;  the  service  of  an  officer  on  permanent 
terms  cannot  go  beyond  the  normal  retirement  age),  the  officer's 
original  second  last  and  final  eligibility  periods  may  have  to  be 
combined  to  form  one  single  eligibility  period  for  the  purpose  of 
granting  leave  passages.  The  Head  of  Department/Head  of  Grade 
should  seek  the  advice  of  the  Secretary  for  the  Civil  Service  on  the 
officer's  passage  entitlement.  The  officer  will  have  to  refund  any 
overpaid  LPA  to  the  Government. 

(8)  For  an  officer  who  becomes  eligible  for  a  higher  level  of  LPA  in  the 
course  of  an  eligibility  period,  if  he  has  not  taken  his  passage  for  that 
period,  he  may  be  granted  LPA  at  a  higher  level  under  CSR  1405. 
Where  the  officer  has  already  taken  his  passage,  he  may  be  granted 
LPA  at  the  higher  level  at  the  rate  prevailing  on  the  commencement 
date  of  the  passage  only  if  his  promotion  takes  retrospective  effect 
before  the  passage  commences.  However,  this  arrangement  does  not 
apply  to  those  who  have  been  provided  with  air  tickets  under  (3) 
above. 


May  2001 


(9)  (a)  For  an  agreement  officer  who  is  not  returning  to  Hong  Kong 

for  duty  on  completion  of  his  agreement/re-employment,  he 
will  only  be  eligible  for  a  single  homeward  passage  in  respect 
of  his  final  agreement/re-employment  subject  to  CSR  1354(3). 

(b)  An  agreement  officer  who  has  accepted  a  subsequent 
agreement  will  be  granted  a  return  LPA  during  the  final 
eligibility  period  of  his  current  agreement.  If  the  officer  has 
taken  his  single  homeward  passage  before  acceptance  of  the 
offer,  the  single  LPA  granted  will  be  converted  to  return  rates 
prevailing  as  at  the  commencement  date  of  the  homeward 
journey.  The  homeward  portion  of  the  return  LPA  is  derived  in 
advance  from  his  eligibility  for  an  end-of-agreement  passage  in 
respect  of  his  current  agreement,  and  the  outward  portion  of  the 
return  passage  is  derived  from  his  future  eligibility  for  an 
outward  passage  in  respect  of  his  subsequent  agreement  (see 
(11)  below). 

(c)  For  an  agreement  officer  whose  agreement  is  not  in  multiple  of 
12  months  or  whose  agreement  is  extended/shortened,  his  case 
should  be  referred  to  the  Secretary  for  the  Civil  Service  for 
determination  of  his  eligibility  for  leave  passage  and  the 
duration  of  his  eligibility  period  before  the 
extension/shortening  of  his  agreement  is  approved. 


Amendment  No.  52(b)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1375  (10)  An  officer  on  or  below  MPS  44  or  equivalent  who  is  directed  to  take 

(Corn'd)  annual  leave  under  CSR  1203  will  be  granted  LPA  at  Level  1  (see 
Annex  9.5  for  the  rates). 

(11)  (a)  On  resignation,  dismissal,  compulsory  retirement  or 
termination  of  service  by  the  Government,  an  officer  may  be 
required  to  refund  the  LPA  or  the  cost  of  annual  leave  passages 
provided  for  him  and  his  family  (see  CSRs  1340-1343,  1350- 
1352  and  Annex  9.11). 

(b)  When  an  officer  re-employed  after  retirement  on  annual  leave 
agreement  terms  is  permitted  to  curtail  his  agreement,  LPA  for 
his  homeward  passage  and  any  associated  expenses  payable 
under  CSRs  1384,  1420  and  1460  will  be  reduced 

proportionately  (see  CSRs  1323(4),  1323(6)  and  Annex  9.11). 


Amendment  No.  24(3)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


2002 


2001 


LEAVE  PASSAGES  FOR  OFFICERS  ON  LOCAL  TERMS  AND  ON  THE 
DIRECTORATE  PAY  SCALE  OR  ITS  EQUIVALENT  EXCEPT  THOSE 
ON  D4  AND  ABOVE  OR  EQUIVALENT  WHO  HAVE  TRANSFERRED  TO 
THE  REVISED  ARRANGEMENTS  IN  ACCORDANCE  WITH  ANNEX 
8.13  (CSRs  1376  -  1377) 


1376  (1)  (a)  Subject  to  CSR  1301,  when  an  officer  on  local  terms  whose 

substantive  salary  is  on  Directorate  salary  point  D4  or  above  or 
equivalent  is  granted  overseas  annual  leave,  he  will  be  eligible 
for  a  return  LPA  which  is  granted  on  the  basis  of  each  12- 
month  eligibility  period,  normally  the  same  as  that  for  the 
officer’s  annual  leave  (see  CSRs  1180  and  1377(1)). 

(b)  Subject  to  CSR  1301,  an  officer  on  local  terms  whose 
substantive  salary  is  on  Directorate  salary  point  D1  -  D3  or 
equivalent  is  eligible  for  a  return  LPA  which  is  granted  on  the 
basis  of  each  24-month  eligibility  period  (see  CSR  1377(1)). 

(2)  An  officer's  family  as  defined  in  CSR  1300(b)  and  (c)  will  be  granted 
similar  passages  as  those  provided  for  the  officer,  subject  to  CSR 
1330  and  (4)(a)  below. 


(3)  A  dependent  child  (see  CSR  1300(c))  who  ceases  to  be  eligible  for 
leave  passages  in  the  course  of  the  officer's  eligibility  period  may  be 
granted  a  return  LPA  only  if  the  passage  commences  before  the  child 
becomes  ineligible.  For  a  complete  eligibility  period,  a  return  LPA 
will  be  granted.  For  an  incomplete  eligibility  period,  the  amount  of 
LPA  to  be  granted  will  be  reduced  proportionately.  The  child's  LPA 
balance  will  lapse  once  the  child  becomes  ineligible  for  passages. 

(4)  Officers  will  be  granted  a  return  LPA  as  follows  (but  see  CSRs 
1377(2)  and  (3)):- 


(a)  LPA  at  Level  3  in  the  case  of  an  officer  on  D7  or  above  or 
equivalent,  his  spouse  and  dependent  children  aged  under  12; 
but  LPA  at  Level  2  for  a  dependent  child  aged  12  or  over. 

(b)  LPA  at  Level  2  in  the  case  of  an  officer  on  D1  -  D6  or 
equivalent  and  his  family. 

(5)  The  LPA  rates  are  set  out  in  Annex  9.5.  Officers  may  use  LPA  and 
arrange  leave  passages  in  accordance  with  the  provisions  of  CSR 
1382,  where  applicable. 

(6)  (Deleted) 


Amendment  No.  36/2002 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Apr  2009 


May  2001 


1376  (7)  Baggage  allowance  under  CSR  1460  and  travelling  expenses  under 

(Cont’d)  CSR  1420  are  not  payable. 

(8)  Leave  passages  should  be  taken  within  each  eligibility  period. 
However,  an  officer  may  defer  taking  the  passage  in  the  following 
circumstances  - 


(a)  An  officer  proceeding  on  final  leave  prior  to  leaving  the  service 
may  take  the  passage  in  respect  of  his  final  eligibility  period 
(see  CSRs  1377(2),  1377(3)  and  1378(7))  during  his  final 
leave,  provided  that  the  passage  commences  before  his  leave 
expires. 

(b)  An  officer  on  D1-D3  or  equivalent  may  defer  his  passage 
outside  the  24-month  eligibility  period  on  operational  grounds, 
subject  to  the  approval  of  his  Head  of  Department/Head  of 
Grade.  Where  the  officer  is  a  Head  of  Department  or  a  member 
of  the  Administrative  Grade,  the  application  should  be 
considered  by  the  Secretary  for  the  Civil  Service. 

(c)  An  officer  on  D4  or  above  or  equivalent  may,  subject  to 
approval  (see  CSR  1102  for  the  appropriate  approving 
authority),  defer  taking  his  leave  passage  to  the  next  eligibility 
period  on  operational  or  personal  grounds.  For  the  latter  case, 
the  deferred  passage  must  commence  within  the  first  90  days  of 
the  next  eligibility  period. 

(9)  Subject  to  the  rules  set  out  in  Annex  9.2,  an  officer  may  split  his 
LPA  as  follows- 

(a)  For  an  officer  on  D4  and  above  or  equivalent,  no  more  than  two 
separate  passages  may  be  taken  within  the  same  eligibility 
period. 

(b)  For  an  officer  on  D1  -  D3  or  equivalent,  no  more  than  four 
separate  passages  may  be  taken  within  the  same  eligibility 
period  with  at  most  two  trips  within  each  12-month  duration. 

(10)  LPA  may  be  aggregated  in  accordance  with  CSR  1385  (also  see  CSR 
1337(8)).  Any  unspent  LPA  at  the  end  of  a  passage  eligibility  period 
will  be  carried  forward  to  the  next  eligibility  period,  subject  to  the 
rules  set  out  in  Annex  9.8. 


Amendment  No.  20(a)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001  1377  (1)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 

period  - 

(a)  study  leave  and/or  unpaid  leave;  or 

(b)  in  the  case  of  an  officer  on  D4  or  above  or  equivalent,  over  90 
days  of  leave  in  total  (in  this  context,  leave  refers  to  annual 
leave,  vacation  leave  and/or  other  types  of  accrued  leave), 

the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 
applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 
in  (a)  and  any  days  in  excess  of  90  days  in  respect  of  the  leave  in  (b) 
above.  (See  also  CSRs  1159  and  1185(2).)  Where  the  adjustment 
renders  the  final  eligibility  period  incomplete  (e.g.  an  agreement 
officer  whose  agreement  is  not  extended  to  make  up  for  a  complete 
eligibility  period;  the  service  of  an  officer  on  permanent  terms  cannot 
go  beyond  the  normal  retirement  age),  the  officer’s  passage 
entitlement  in  respect  of  the  final  eligibility  period  will  be  calculated 
on  a  pro  rata  basis  according  to  (2)  and  (3)  below. 

(2)  The  LPA  for  an  officer  on  D4  or  above  or  equivalent  in  his  final 
passage  eligibility  period  prior  to  finally  leaving  the  service  on 
retirement  or  completion  of  agreement  will  be  calculated  as  follows  - 

Full  LPA  for  No.  of  days  of  service  in  the 

a  12-month  final  passage  eligibility  period 

eligibility  _ (see  Note  below ) _ 

period  365 

Note: 


(i)  The  following  types  of  leave  should  not  be  counted  - 


(a) 

unpaid  leave; 

(b) 

study  leave; 

May  2001 

(c) 

annual  leave  and/or  vacation  leave  taken  in  excess  of  90 
days  (see  (1)  above);  and 

Apr  2009 

(d) 

final  leave  (including  pro  rata  annual  leave  and  deferred 

annual  leave  under  CSR  1183(l)(f)/  1183(2)(d)  if  taken 
immediately  prior  to  leaving  the  service). 


(ii)  Any  credit  passage  balance  carried  forward  (see  (5)  below ) 
should  be  added  to  the  numerator. 


Amendment  No.  20(b)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


2009 


1377  (3)  The  LPA  for  an  officer  on  D1  -  D3  or  equivalent  in  his  final  passage 

(Cont’d)  eligibility  period  prior  to  finally  leaving  the  service  on  retirement  or 

completion  of  agreement  will  be  calculated  as  follows  - 

(a)  an  officer  on  permanent  terms  who  retires  at  the  normal 
retirement  age  and  a  re-employed  officer  who  completes  his 
final  re-employment  agreement : 

(i)  if  the  officer  has  served  12  months  or  more  (see  note  (i) 
below)  in  the  final  eligibility  period  - 

Full  LPA  for  a  24-month  eligibility  period 

(ii)  if  the  officer  has  served  less  than  12  months  in  the  final 
eligibility  period  - 

Full  LPA  for  No.  of  days  of  service  in  the 

a  24-month  final  passage  eligibility  period 

eligibility  _ (see  Note  (i)  below) _ 

period  365 


(b)  an  officer  on  permanent  terms  who  retires  voluntarily  before 
the  normal  retirement  age  (see  note  (ii)  below )  and  other 
agreement  officers  : 


Full  LPA  for 
a  24 -month 
eligibility 
period 


No.  of  days  of  service  in  the 
final  passage  eligibility  period 

_ (see  Note  (i)  below) 

365  x  2 


Note: 

(i)  Study  leave,  unpaid  leave  and  final  leave  (or  any  deferred 
leave  to  be  taken  by  an  agreement  officer  prior  to  leaving 
the  service)  should  not  be  included.  However,  any 
vacation  leave  which  is  taken  within  the  final  passage 
eligibility  period  may  be  counted. 

(ii)  Voluntary  retirement  includes  retirement  on  attaining  the 
maximum  pension  benefits  before  the  normal  retirement 
age 


Amendment  No.  20(c)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1377  (4)  (Deleted) 

(Cont’d) 

(5)  An  officer  on  D1  -  D3  or  equivalent  who  is  promoted  to  D4  or  above 
or  equivalent  during  a  24-month  passage  eligibility  period  is  granted 
credit/debit  LPA  (for  officers  promoted  on  or  after  1  July  1992)  or 
passage  balance  (for  officers  promoted  before  1  July  1992)  in 
accordance  with  Annex  9.4. 


(6)  For  an  officer  who  is  promoted  to  D7  or  above  or  equivalent  during  a 
passage  eligibility  period,  he  may  be  granted  LPA  at  a  higher  level 
under  CSR  1376(4)(a)  provided  that  he  has  not  taken  his  passage  for 
that  period.  Where  the  officer  has  already  taken  his  passage,  he  may 
be  granted  LPA  at  the  higher  level  at  the  rate  prevailing  on  the 
commencement  date  of  the  passage  only  if  his  promotion  takes 
retrospective  effect  before  the  passage  commences. 

(7)  An  officer  on  D4  or  above  or  equivalent  will  not  be  granted  any 
passage  in  respect  of  the  eligibility  period  in  which  vacation  leave  is 
granted  under  CSR  1186. 

(8)  On  resignation,  dismissal,  compulsory  retirement  or  termination  of 
service  by  the  Government,  an  officer  may  be  required  to  refund  the 
LPA  provided  for  him  and  his  family  during  the  passage  eligibility 
period  in  which  resignation,  dismissal,  compulsory  retirement  or 
termination  takes  place  (see  CSRs  1344,  1353  and  Annex  9.11). 


[BPROCH9001W7]/[CSR1 354-77] 


Amendment  No.  8(44)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


LEAVE  PASSAGE  ARRANGEMENTS  FOR  OFFICERS  ON  LOCAL 
TERMS  ON  D4  AND  ABOVE  OR  EQUIVALENT  UNDER  THE  REVISED 
ARRANGEMENTS  SET  OUT  IN  ANNEX  8.13  (CSR  1378) 


1378  (1)  The  provisions  of  this  CSR  are  applicable  to  the  following  officers  - 

(a)  officers  on  local  terms  who  were  promoted  to  D4  or  above  or 
equivalent  on  or  after  1  April  1998;  and 

(b)  officers  on  local  terms  who  were  promoted  to  D4  or  above  or 
equivalent  before  1  April  1998  and  who  have  transferred  to  the 
revised  arrangements  in  accordance  with  Annex  8.13. 

(2)  Subject  to  CSR  1301  on  prevention  of  double  benefits,  an  officer  on 
Directorate  salary  point  D4  or  above  or  equivalent  who  is  granted 
vacation  leave  under  CSR  1196  is  eligible  for  a  return  LPA  which  is 
granted  on  the  basis  of  each  12-month  eligibility  period,  normally  the 
same  as  that  for  the  officer’s  vacation  leave  (see  also  (8)  and  (10) 
below). 


(3)  An  officer's  family  as  defined  in  CSR  1300(b)  and  (c)  will  be  granted 
similar  passages  as  those  provided  for  the  officer,  subject  to  CSR 
1330  and  sub-paragraph  (5)(a)(i)  below. 

(4)  A  dependent  child  (see  CSR  1300(c))  who  ceases  to  be  eligible  for 
leave  passages  in  the  course  of  the  officer’s  eligibility  period  may  be 
granted  LPA  provided  that  the  passage  commences  before  the  child 
becomes  ineligible.  For  a  complete  eligibility  period,  a  return  LPA 
will  be  granted.  For  an  incomplete  eligibility  period,  the  amount  of 
LPA  to  be  granted  will  be  reduced  proportionately.  The  child’s  LPA 
balance  will  lapse  once  the  child  becomes  ineligible  for  passages. 

(5)  (a)  Officers  will  be  granted  a  return  LPA  as  follows  (but  see  (11) 

below)  - 

(i)  LPA  at  Level  3  in  the  case  of  an  officer  on  D7  or  above  or 
equivalent,  his  spouse  and  dependent  children  aged  under 
12;  but  LPA  at  Level  2  for  a  dependent  child  aged  12  or 
over. 

(ii)  LPA  at  Level  2  in  the  case  of  an  officer  on  D4  -  D6  or 
equivalent  and  his  family. 

(b)  The  LPA  rates  are  set  out  in  Annex  9.5.  Officers  may  use  LPA 
and  arrange  leave  passages  in  accordance  with  the  provisions  of 
CSR  1382,  where  applicable. 


[BPROCH9001W7]/[CSR1 378-79] 


Amendment  No.  8(45)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Apr  2009 


June  2001 


LEAVE  PASSAGE  ARRANGEMENTS  FOR  OFFICERS  ON  LOCAL 
TERMS  ON  D4  AND  ABOVE  OR  EQUIVALENT  UNDER  THE  REVISED 
ARRANGEMENTS  SET  OUT  IN  ANNEX  8.13  (CSR  1378) 


1378  (6)  Baggage  allowance  under  CSR  1460  and  travelling  expenses  under 

(Corn’d)  CSR  1420  are  not  payable. 

(7)  Leave  passages  should  be  taken  within  each  eligibility  period. 
However,  an  officer  proceeding  on  final  leave  prior  to  leaving  the 
service  may  defer  taking  the  passages  in  respect  of  his  final 
eligibility  period  (see  (11)  below)  until  he  takes  his  final  leave, 
provided  that  the  passages  commences  before  the  expiry  of  his  leave. 

(8)  An  officer  may,  subject  to  the  rules  set  out  in  Section  B  of  Annex 
9.2,  take  any  number  of  split  passages  within  each  eligibility  period. 


(9)  LPA  savings  may  be  aggregated  in  accordance  with  CSR  1385  (also 
see  CSR  1337(8)).  Any  unspent  LPA  at  the  end  of  a  passage 
eligibility  period  will  be  carried  forward  to  the  next  eligibility  period, 
subject  to  the  rules  set  out  in  Annex  9.8. 


(10)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 
period  - 


(a)  study  leave  and/or  unpaid  leave;  or 

(b)  over  90  days  of  leave  in  total  (in  this  context,  leave  refers  to 
vacation  leave  and/or  other  types  of  accrued  leave), 


the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 
applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 
in  (a)  and  any  days  in  excess  of  90  days  in  respect  of  the  leave  in  (b) 
above.  (See  also  CSR  1196(7)).  Where  the  adjustment  renders  the 
final  eligibility  period  incomplete  (e.g.  an  agreement  officer  whose 
agreement  is  not  extended  to  make  up  for  a  complete  eligibility 
period,  the  service  of  an  officer  on  permanent  terms  cannot  go 
beyond  the  normal  retirement  age),  the  officer's  passage  entitlement 
in  respect  of  the  final  eligibility  period  will  be  calculated  on  a  pro 
rata  basis  according  to  (11)  below. 


Amendment  No.  21(a)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1378  (11)  The  LPA  for  an  officer  in  his  final  passage  eligibility  period  prior  to 

(Cont’d)  finally  leaving  the  service  on  retirement  or  completion  of  agreement 

will  be  calculated  as  follows  - 

Return  LPA  for  No.  of  days  of  service  in  the 

a  12-month  final  passage  eligibility  period 

eligibility  _ (see  Note  below) _ 

period  365 


June  2001 


Apr  2009 


Note : 

(i)  The  following  types  of  leave  should  not  be  counted  - 

(a)  unpaid  leave; 

(b)  study  leave; 

(c)  vacation  leave  and/or  any  type  of  accrued  leave  taken  in 
excess  of  90  days  (see  (10)  above);  and 

(d)  final  leave  (including  pro  rata  vacation  leave  under  CSR 
1196(2)  if  taken  immediately  prior  to  leaving  the  service). 

(ii)  Any  credit  passage  balance  carried  forward  (see  (12)  below) 

should  be  added  to  the  numerator. 

(12)  An  officer  on  D1  -  D3  or  equivalent  who  is  promoted  to  D4  or  above 
or  equivalent  during  a  24-month  passage  eligibility  period  is  granted 
credit/debit  LPA  (for  officers  promoted  on  or  after  1  July  1992)  or 
passage  balance  (for  officers  promoted  before  1  July  1992)  in 
accordance  with  of  Annex  9.4. 

(13)  For  an  officer  who  is  promoted  to  D7  or  above  or  equivalent  in  an 
eligibility  period,  he  may  be  granted  LPA  at  a  higher  level  under 
CSR  1278(5)(a)(i)  provided  that  he  has  not  taken  his  passage  for  that 
eligibility  period.  Where  the  officer  has  already  taken  his  passage, 
he  may  be  granted  LPA  at  the  higher  level  at  the  rate  prevailing  on 
the  commencement  date  of  the  passage  only  if  his  promotion  takes 
retrospective  effect  before  the  passage  commences. 

(14)  On  resignation,  dismissal,  compulsory  retirement  or  termination  of 
service  by  the  Government,  an  officer  may  be  required  to  refund  the 
cost  of  any  passages  taken  by  him  and  his  family  during  the  passage 
eligibility  period  in  which  resignation,  dismissal,  compulsory 
retirement  or  termination  takes  place  (see  CSRs  1344,  1353  and 
Annex  9.11). 


Amendment  No.  21(b)/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


LEAVE  PASSAGES  FOR  OFFICERS  ON  OVERSEAS  TERMS  ON  D4 
AND  ABOVE  OR  EQUIVALENT  UNDER  THE  REVISED 
ARRANGEMENTS  SET  OUT  IN  ANNEX  8.13  (CSR  1379) 

1379  (1)  Subject  to  CSR  1301  on  prevention  of  double  benefits,  an  officer  on 

overseas  terms  who  is  eligible  for  vacation  leave  under  CSR  1196  is 
eligible  for  a  return  LPA  (but  see  (9)  below)  at  the  appropriate  level 
under  CSR  1405  according  to  his  country  of  origin.  The  LPA  is 
granted  on  the  basis  of  each  12-month  eligibility  period,  normally  the 
same  as  that  for  the  officer’s  vacation  leave  (see  also  (8)  below). 
Homeward  passages  are  granted  on  the  basis  of  the  whole  agreement 
period  (also  see  CSR  1355(4)  for  officers  on  permanent  terms  on 
retirement). 

(2)  (a)  An  officer's  family  as  defined  in  CSR  1300(b)  and  (c)  will  be 

granted  similar  passages  as  those  provided  for  the  officer, 
subject  to  CSR  1330,  sub-paragraphs  (b)  and  (ll)(a)(i)  below. 

(b)  A  dependent  child  (see  CSR  1300(c))  who  ceases  to  be  eligible 
for  passage  benefits  during  a  12-month  passage  eligibility 
period  may  be  granted  a  return  LPA  provided  that  the  passage 
commences  before  the  child  becomes  ineligible  for  passage 
benefits.  Notwithstanding  this,  a  dependent  child  who  becomes 
ineligible  for  passage  benefits  in  the  final  eligibility  period 
(except  in  the  case  of  resignation,  dismissal,  compulsory 
retirement  or  termination  of  service)  of  an  officer  may  be 
granted  a  single  LPA.  The  child's  LPA  balance  will  lapse  once 
the  child  becomes  ineligible  for  passages. 

(3)  An  officer  who  was  appointed  before  1  January  1998  may  request  the 
provision  of  an  air  ticket  of  an  appropriate  class  (see  CSR  1405) 
between  Hong  Kong  and  his  country  of  origin  if  the  amount  of  LPA 
provided  in  respect  of  a  12-month  eligibility  period,  or  a  full 
agreement  (in  case  of  the  homeward  passage  of  the  officer's  final 
agreement),  as  appropriate,  is  insufficient  to  procure  a  standard  air 
passage  under  CSR  1380,  subject  to  the  following  - 

(a)  air  ticket  at  the  most  economical  fare  level  in  the  officer's 
entitled  class  of  travel  will  be  provided  (but  see  (8)  below); 

(b)  he  will  not  be  eligible  to  receive  any  LPA  for  that  12-month 
eligibility  period,  or  homeward  passage  for  that  agreement,  as 
appropriate,  even  if  he  subsequently  becomes  eligible  for  LPA 
at  a  higher  level  as  a  result  of  his  promotion  in  the  same 
eligibility  period;  and 


[BPROCH900 1  W7]/[CSR  1378-79] 


Amendment  No.  8(48)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1379  (3)  (c)  where  the  officer  is  required  to  refund  to  the  Government  the 

(Cont'd)  passage  cost  for  whatever  reasons,  the  amount  to  be  refunded 

will  be  calculated  according  to  the  actual  cost  of  the  air  ticket 
procured. 

An  officer  will  not  be  eligible  to  claim  air  tickets  under  this 
regulation  if  his  LPA  entitlement  in  respect  of  the  eligibility  period  is 
less  than  the  LPA  for  a  complete  eligibility  period. 

(4)  An  officer  is  not  eligible  for  baggage  allowance  under  CSR  1460, 
except  when  he  finally  leaves  the  service  either  on  retirement  or  on 
satisfactory  completion  of  agreement. 


(5)  An  officer  may,  subject  to  the  rules  set  out  in  Section  B  of  Annex 
9.2,  take  any  number  of  split  passages  within  each  eligibility  period. 


(6)  LPA  savings  may  be  aggregated  in  accordance  with  CSR  1385  (also 
see  CSR  1337(8)).  Any  unspent  LPA  at  the  end  of  a  passage 
eligibility  period  will  be  carried  forward  to  the  next  eligibility  period, 
subject  to  the  rules  set  out  in  Annex  9.8. 


May  2001 


(7)  Subject  to  CSR  1302,  where  an  officer  has  taken  during  an  eligibility 
period  - 


(a)  study  leave  and/or  unpaid  leave;  or 

(b)  over  90  days  of  leave  in  total  (in  this  context,  leave  refers  to 
annual  leave,  vacation  leave  and/or  other  types  of  accrued 
leave), 

at  the  end  date  of  his  eligibility  period,  and  of  his  agreement  where 
applicable,  will  be  adjusted  by  the  same  aggregate  period  of  the  leave 
in  (a)  and  any  days  in  excess  of  90  days  in  respect  of  the  leave  in  (b) 
above.  (See  also  CSR  1196(7)).  Where  the  adjustment  renders  the 
final  eligibility  period  incomplete  (e.g.  an  agreement  officer  whose 
agreement  is  not  extended  to  make  up  for  a  complete  eligibility 
period,  the  service  of  an  officer  on  permanent  terms  cannot  go 
beyond  the  normal  retirement  age),  the  Head  of  Department/Head  of 
Grade  should  seek  advice  from  the  Secretary  for  the  Civil  Service  on 
the  officer’s  passage  entitlement  in  respect  of  the  final  eligibility 
period. 

(8)  For  an  officer  who  becomes  eligible  for  a  higher  level  of  LPA  in  the 
course  of  a  passage  eligibility  period,  he  may  be  granted  LPA  at  a 
higher  level  under  CSR  1378(5)(a)(i)  provided  that  he  has  not  taken 
his  passage  for  that  eligibility  period.  Where  the  officer  has  already 
taken  his  passage,  he  may  be  granted  LPA  at  the  higher  level  at  the 
rate  prevailing  on  the  commencement  date  of  the  first  split  passage 
only  if  his  promotion  takes  retrospective  effect  before  the  passage 
commences.  However,  this  arrangement  does  not  apply  to  those  who 
have  been  provided  air  tickets  under  (3)  above. 


Amendment  No.  26(1)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001  1379  (9)  (a)  For  an  agreement  officer  who  is  not  returning  to  Hong  Kong 

(Corn'd)  for  duty  on  completion  of  his  agreement/re-employment,  he 

will  not  be  eligible  for  a  return  LPA  for  the  final  eligibility 
period  but  will  be  eligible  for  a  single  homeward  passage  in 
respect  of  his  final  agreement/re-employment  subject  to  CSR 
1354(3).  For  an  officer  on  permanent  terms  who  retires,  he  will 
not  be  eligible  for  a  return  LPA  for  his  final  eligibility  period 
but  will  be  eligible  for  a  single  homeward  passage  under  CSR 
1355(4). 


May  2001 


(b)  An  agreement  officer  who  has  accepted  a  subsequent 
agreement  will  be  granted  a  return  LPA  during  the  final 
eligibility  period  of  his  current  agreement.  If  the  officer  has 
taken  his  single  homeward  passage  before  acceptance  of  the 
offer,  the  single  LPA  granted  will  be  converted  to  return  rates 
prevailing  as  at  the  commencement  date  of  the  homeward 
journey.  The  homeward  portion  of  the  return  passage  is 
derived  in  advance  from  his  eligibility  for  an  end-of-agreement 
passage  in  respect  of  his  current  agreement,  and  the  outward 
portion  of  the  return  passage  is  derived  from  his  future 
eligibility  for  an  outward  passage  in  respect  of  his  subsequent 
agreement  (see  (10)  below). 

(c)  For  an  agreement  officer  whose  agreement  is  not  in  multiples 
of  12  months  or  whose  agreement  is  extended/shortened,  his 
case  should  be  referred  to  the  Secretary  for  the  Civil  Service  for 
determination  of  his  eligibility  for  leave  passage  and  the 
duration  of  his  eligibility  period  before  the 
extension/shortening  of  his  agreement  is  approved. 

(10)  (a)  On  resignation,  dismissal,  compulsory  retirement  or 
termination  of  service  by  the  Government,  an  officer  may  be 
required  to  refund  the  LPA  or  cost  of  leave  passages  provided 
for  him  and  his  family  (see  CSRs  1340-1343,1350-1352  and 
Annex  9.11). 


(b)  When  an  officer  re-employed  after  retirement  is  permitted  to 
curtail  his  agreement,  LPA  for  his  homeward  passage  and  any 
associated  expenses  payable  under  CSRs  1384,  1420  and  1460 
will  be  reduced  proportionately  (see  CSRs  1323(4),  1323(6) 
and  Annex  9.11). 


Amendment  No.  26(2)/2001 


CHAPTER  IX 

1379  (11) 

(Cont’d) 


-  PASSAGES  AND  BAGGAGE  ALLOWANCES 

(a)  Officers  will  be  granted  an  LPA  as  follows  (but  see  (9)  above)  - 

(i)  LPA  at  Level  3  in  the  case  of  an  officer  on  D7  or  above  or 
equivalent,  his  spouse  and  dependent  children  aged  under 
12;  but  LPA  at  Level  2  for  a  dependent  child  aged  12  or 
over. 

(ii)  LPA  at  Level  2  in  the  case  of  an  officer  on  D4  -  D6  or 
equivalent  and  his  family. 

(b)  The  LPA  rates  are  as  set  out  in  Annex  9.5.  Officers  may  use 
LPA  and  arrange  leave  passages  in  accordance  with  the 
provisions  of  CSR  1382,  where  applicable. 


Amendment  No.  26(3)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


PASSAGE  CLASSIFICATION,  BOOKING  AND  PAYMENT 

ARRANGEMENTS  (CSRs  1380  - 1389) 

"Standard"  passages  for  officers  on  overseas  terms 

This  regulation  applies  to  those  officers  who  claim  air  tickets  in  lieu  of  LPA  (see 

CSRs  1320(4),  1375(3)  and  1379(3))  and  those  who  claim  standard  sea  passages. 

1380  (1)  A  standard  passage  is  a  passage  by  a  direct  route  approved  by  the 

Director  of  Accounting  Services  between  Hong  Kong  and  the 
country  of  origin  of  an  officer  on  overseas  terms,  of  a  class  and  grade 
according  to  his  leave  terms  (see  CSRs  1390  and  1405). 

(2)  (a)  For  officers  whose  country  of  origin  is  the  United  Kingdom,  a 

"standard  passage"  will  be  - 

(i)  for  air  travel  -  a  direct  air  passage  on  the  approved  route 
(with  or  without  stopovers)  between  Hong  Kong  and 
London  or  Manchester,  whichever  is  the  closer  to  his 
declared  place  of  residence  (also  see  CSR  1420(l)(a)); 

(ii)  for  sea  travel  -  a  direct  sea  passage  on  the  route  Hong 
Kong/Singapore/Colombo/Cape  Town/UK  or  Hong 
Kong/Singapore/Colombo/Suez/UK. 

(b)  For  officers  whose  country  of  origin  is  elsewhere,  a  "standard 
passage"  will  be  determined  in  each  case  by  the  Director  of 
Accounting  Services  and  will  be  of  a  class  and  grade  similar  to 
what  other  officers  on  the  same  leave  terms  are  eligible  for. 

"Non-standard"  sea  passages  for  officers  on  overseas  terms 

1381  (1)  A  non-standard  sea  passage  is  a  sea  passage  by  an  indirect  route  to 

the  officer's  country  of  origin,  or  a  passage  to  a  country  other  than 
the  officer's  country  of  origin,  or  a  passage  in  a  class  other  than  that 
to  which  the  officer  is  entitled. 

(2)  (a)  Subject  to  the  provisions  of  CSR  1382,  an  officer  travelling  on 

a  non-standard  final  homeward  sea  passage  from  Hong  Kong  - 

(i)  may  not,  once  he  has  left  Hong  Kong,  pass  through  Hong 
Kong  again  without  prior  permission  of  the  Secretary  for 
the  Civil  Service  (see  Annex  9.2); 

(ii)  may  break  his  journey  en  route  from  Hong  Kong  to  his 
final  passage  destination  (this  could  be  in  his  country  of 
origin  or  a  destination  elsewhere);  and 


[HPROCH9002W7]/[CSR1 380-89] 


Amendment  No.  8(5 1)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1381  (2)  (a)  (iii)  may  follow  a  route  which  involves  passage  through  the 

(Cont'd)  same  place  more  than  once,  subject  to  (i)  above. 

When  he  has  arrived  at  his  final  destination  in  his  country  of 
origin  on  which  his  passage  allowance  has  been  based,  or  at  his 
final  destination  in  a  country  other  than  his  country  of  origin, 
the  officer's  homeward  journey  will  be  considered  as  having 
terminated  and  the  Government  will  not  pay  for  any  further 
"homeward"  travel,  except  as  provided  for  under  CSR  1420 
May  2001  (see  also  para.  5  in  Annex  9.8). 

(b)  (Deleted) 

(3)  (Removed  to  CSR  1382(l)(c)) 


Usage  of  LPA  and  passage  arrangements 

May  2001  This  regulation  applies  to  officers  on  overseas  terms,  local  terms  or  common 
terms,  where  applicable,  according  to  their  terms  and  conditions  of  service. 

1382  (1)  (a)  (Deleted) 

(b)  passages  for  all  Government  sponsored  sea  travel  must  be 
approved  by  the  Director  of  Accounting  Services. 

June  2001  (c)  Subject  to  the  arrangements  set  out  in  Annexes  9.9  and  9.10, 

officers  may  use  their  LPA  to  pay  for  air  fares;  Hong  Kong 
Security  Service  Charge  (see  CSR  1382(9));  airport  departure 
tax;  and  travel-related  expenses  incurred  outside  Hong  Kong. 
(See  Annex  9.5  for  LPA  rates  and  Annex  9.8  for  LPA  account 
arrangements.) 

(2)  The  following  arrangements  apply  to  leave  passages  (including 
homeward  passages  on  retirement  or  completion  of  final 
agreement)  - 


Amendment  No.  54/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Nov  2002 


May  2001 


1382  (2)  (a) 

(Cont’d) 


officers  may  arrange  his  passage  by  using  any  fare  available  to 
the  public.  Accommodation,  package  tours  and  car-hire  may 
be  booked  with  any  airline,  travel  agent,  hotel  or  car-hire 
company.  The  detailed  booking  and  payment  arrangements  are 
set  out  in  Annex  9.10; 


(b)  when  an  officer  requests  an  air  ticket  in  lieu  of  LPA  under  CSR 
1320(4),  1375(3)  or  1379(3),  he  should  approach  the  Director 
of  Accounting  Services  to  finalize  the  passage  arrangements 
(but  see  (5)  below  and  Annex  9.10);  and 

(c)  sea  passages  may  be  booked  with  any  travel  agent  or  shipping 
company. 


(3)  (Deleted) 

(4)  (Deleted) 

(5)  Any  charges  imposed  by  the  airline  and  the  travel  agent  concerned  as 
a  result  of  cancellation  or  variation  in  either  itinerary  or  date  of  travel 
must  be  borne  by  the  officer  and  will  be  recovered  from  any  monies 
due  to  him  or  to  his  estate,  except  if  the  cancellation  or  variation  is 
due  to  operational  requirements  and  approval  is  obtained  from  the 
Head  of  Department  for  the  charges  to  be  met  from  departmental 
funds.  Cases  involving  Heads  of  Department  should  be  submitted  to 
the  relevant  Permanent  Secretaries.  For  cases  involving  Permanent 
Secretaries  themselves  or  Heads  of  Department  without  a  policy 
bureau,  approval  should  be  sought  from  the  Secretary  for  the  Civil 
Service. 


(6)  (a)  An  officer  on  overseas  terms  (or  his  family)  who  is  eligible  for 

a  single  journey  at  Government  expense  and  who  is  granted 
single  LPA  or  single  homeward  air  ticket  under  CSR  1320(4), 
1375(3)  or  1379(3)  will  be  eligible  for  only  the  balance  of  the 
return  LPA  for  his  outward  journey  if  he  subsequently  becomes 
eligible  for  a  return  journey  at  Government  expense. 

(b)  (Deleted) 

(7)  Subject  to  CSR  1330(l)(a),  an  officer  may  request  for  a  seat  to  be 
provided  for  a  child  between  the  age  of  1  and  2.  This  arrangement  is 
subject  to  the  cost  to  Government  not  exceeding  the  normal  LPA  for 
a  child  aged  2.  For  the  purpose  of  aggregation  under  CSR  1385  and 
splitting  of  passages  (if  applicable),  the  child's  LPA  (which  remains 
at  10%  of  the  adult  allowance)  is  deemed  to  have  been  used  on  a 
proportionate  basis,  with  the  cost  of  the  seat  to  Government  bearing 
to  the  normal  LPA  for  a  child  aged  2.  This  regulation  applies 
similarly  to  directorate  officers  on  local  terms  or  common  terms  in 
respect  of  their  children  aged  between  1  and  2. 


Amendment  No.  46/2002 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1382  (8)  (Deleted) 

(Cont’d) 

(9)  Officers  and  their  family  members  eligible  for  LPA,  except  children 
under  the  age  of  2  who  travel  at  “infant”  fare,  will  have  the  Hong 
Kong  Security  Service  Charge  added  to  their  individual  allowance 
for  each  passage  eligibility  period  (see  also  CSRs  1382(l)(c)  and 
paragraph  3  of  Annex  9.8).  Government  will  also  meet  the  cost  of 
Hong  Kong  Security  Service  Charges  associated  with  duty,  training, 
posting,  school  or  other  Government  paid  passages  (including  air 
tickets  provided  under  CSR  1320(4),  1375(3)  or  1379(3)).  Payment 
will  be  arranged  by  the  Treasury  or  by  the  Department  as 
appropriate. 

1383  (Deleted) 


Payment  of  boarding  and  landing  charges 

1384  (1)  The  cost  of  airport  and/or  port  landing/embarkation/boarding  charges 

incurred  by  an  officer  on  overseas  terms  (or  his  family)  in  Hong 
Kong  or  in  his  country  of  origin,  will  be  met  by  the  Government  in 
addition  to  that  of  the  passage  taken.  Where  passages  are  granted  on 
a  proportionate  basis,  boarding  and  landing  charges  will  also  be 
reduced  proportionately,  and  any  overpayment  will  be  recovered 
from  the  officer.  An  officer  may  only  claim  reimbursement  in 
respect  not  more  than  one  passage  in  an  eligibility  period. 

(2)  The  Government  will  meet  the  cost  of  the  Hong  Kong  Air  Passenger 
Departure  Tax  incurred  by  officers  (irrespective  of  their  terms  of 
appointment)  in  connection  with  the  following  types  of  Government 
sponsored  air  passages  - 

(a)  duty  passages  (CSR  1365)  which  are  not  combined  with  leave 
passages; 

(b)  training  passages;  and 

(c)  passages  granted  under  CSR  1370  on  grounds  of  hardship. 

(3)  Officers  may  claim  reimbursement  of  the  expenses  in  (1)  and  (2) 
above  from  the  Director  of  Accounting  Services  or  their  department, 
as  appropriate,  provided  they  do  so  within  one  month  from  the  date 
of  completion  of  journey. 


[HPROCH9002W7]/[CSR  1380-89] 


Amendment  No.  8(54)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Aggregation  of  LPA 

1385  (1)  This  Regulation  allows  - 

(a)  the  off-setting  of  savings  (or  potential  savings)  on  individual 
LPA  accounts  against  the  excess  cost  of  travel  within  one 
family  group,  i.e.  officer,  officer's  spouse,  and/or  children  (see 
CSRs  1300(a)  and  (b)  and  1330(l)(a))  provided  that  no  LPA 
may  be  increased  by  more  than  100%  of  the  recipient's  own 
entitlement  in  respect  of  the  current  passage  eligibility  period. 

(b)  an  officer  to  use  his  or  his  family's  LPA  savings  to  meet  all  or 
part  of  the  cost  of  travel  for  an  eligible  child  who  does  not 
receive  LPA  in  view  of  the  limit  stipulated  in  CSR  1330(l)(a); 
and 

(c)  the  off-setting  of  savings  from  individual  LPA  account  against 
the  excess  cost  of  the  school  passage(s)  (see  CSR  1337(8)) 
where  part  of  the  school  passage  is  taken  together  with  a 
parent's  leave  passage.  In  this  case,  the  LPA  account  holder 
will  be  deemed  to  have  taken  one  split  passage. 

(2)  the  LPA  of  an  officer  and  his  family,  as  defined  in  CSR  1300(b)  and 
limited  in  CSR  1330(l)(a),  may  only  be  aggregated  for  the  purpose 
described  in  (1)  above. 

(3)  LPA  may  only  be  aggregated  where  the  allowances  are  granted  in 
respect  of  the  same  eligibility  period. 

(4)  LPA  may  not  be  aggregated  - 

(a)  such  that  the  number  of  passages  provided  for  the 
officer/family  members  exceeds  the  number  of  split  passages 
allowed  in  each  direction  per  person  for  each  eligibility  period; 
or 

(b)  to  provide  passages  for  persons  other  than  members  of  the 
officer's  family  as  defined  in  CSR  1300(b). 

(5)  LPA  may  be  aggregated  only  when  the  recipient's  account  has  been 
exhausted. 


1386-  1389 


[HPROCH9002W7]/[CSR  1380-89] 


Amendment  No.  8(55)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


2009  CLASS  AND  GRADE  OF  PASSAGES  (CSRs  1390  -  1419) 

A.  Officers  taking  final  sea  passage  under  CSR  1354  or  1356  on  leaving 
the  service 

2006  1390  An  officer  in  this  category  is  eligible  for  passages  as  follows  : 


Category  of  officers 

Grade  of 
Accommodation 

Level  of  LPA  for 
non-standard  sea 
passages 

(a) 

(Deleted) 

(Deleted) 

... 

(b) 

Officers  on  Point  44  of  the 
Master  Pay  Scale  or  above 

First  Class 
(higher)  sea 

LPA  level  13 

(c) 

Officers  below  Point  44  of 
the  Master  Pay  Scale 

First  Class 
(lower)  sea 

LPA  level  12 

(d) 

(Deleted) 

(Deleted) 

(Deleted) 

Note  : 

(i)  For  standard  sea  passages,  the  allowance  rates  that  may  be 
approved  are  capped  at  the  maximum  rates  for  the  respective 
grade  of  accommodation  as  set  out  in  Annex  9.6,  irrespective  of 
the  officers’  country  of  origin.  The  actual  amount  of  allowance 
payable  is  the  fare  approved  for  the  relevant  grade  of 
accommodation  for  the  relevant  sailing  or  the  rate  stipulated  in 
Annex  9.6,  whichever  is  the  lower. 

(ii)  Grades  of  accommodation  vary  between  vessels.  Officers 
should  enquire  from  the  Treasury  regarding  the  precise  grade  of 
accommodation  for  which  they  are  eligible  on  a  particular 
vessel. 

(iii)  Officers  who  upgrade  their  grade  of  accommodation  should 
bear  the  excess  cost  to  be  calculated  by  the  Director  of 
Accounting  Services. 

(iv)  When  an  eligible  officer  arranges  a  non-standard  passage  under 
CSR  1381,  such  an  officer  may  claim  LPA  of  a  corresponding 
level,  according  to  the  rates  as  specified  in  Annex  9.5. 


Amendment  No.  22/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1391  -  1394 

1395  (Deleted) 

1396  -  1399 

B.  (Deleted) 

1400  (Deleted) 

1401  -  1404 


C.  Officers  appointed  on  vacation  leave  terms  (CSR  1200),  annual  leave 
terms  (CSR  1201),  or  flexible  vacation  leave  terms  (CSR  1202);  and 
officers  on  overseas  terms  who  have  transferred  to  the  revised 
arrangements  in  accordance  with  Annex  8.13 

1405  (1)  Unless  in  the  case  of  an  officer  whose  agreement  specifies  otherwise, 

an  officer  in  this  category  is  eligible  for  LPA,  or  air  tickets  in  lieu  of 
LPA  under  CSRs  1320(4),  1375(3)  and  1379(3)  as  follows : 


Category  of  officer 

Level 
of  LPA 

Class  of  travel  for  air 
tickets  in  lieu  of  LPA 

(a) 

Officers  on  D7  or 
above  or  equivalent 

3 

First  Class 

(b) 

Officers  on  MPS  45  - 
49  and  D1  -  D6  or 
equivalent 

2 

Economy  Class 

(c) 

Officers  on  MPS  34  - 
44  or  equivalent  - 

(i)  on  probation  or 
permanent 
establishment 

when  taking 
vacation  leave 

2 

Economy  Class 

when  taking 
annual  leave 

1 

Economy  Class 
(Excursion) 

(ii)  on  annual  leave 
agreement  terms 

1 

Economy  Class 
(Excursion) 

(iii)  on  vacation  leave 
agreement  terms 

2 

Economy  Class 

(d) 

Officers  on  MPS  33 
and  below  or 
equivalent 

2 

Economy  Class 

[IPROCH9003W7]/[CSR  1390-1499] 

Amendment  No.  8(57)/99 

CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1405  (1)  Note : 

(Cont’d) 

(i)  Officers  appointed  to  Hong  Kong  before  1st  June  1966,  who 
were  eligible  for  First  Class  air  passages  before  that  date, 
continue  to  be  so  eligible. 

(ii)  Officers  eligible  for  First  Class  air  passages  should  refer  to 
CSR  1330(l)(b)  regarding  the  class  of  passages  for  their 
children. 

(iii)  (Deleted) 

(iv)  (Deleted) 

(2)  The  rates  of  LPA  at  various  levels  are  set  out  in  Annex  9.5. 

(3)  The  class  of  travel  in  the  third  column  of  the  table  in  (1)  above 
denotes  the  highest  fare  level  which  the  Government  will  bear  in  the 
procurement  of  ticket  under  CSR  1320(4),  1375(3)  or  1379(3). 
Officers  will  normally  be  provided  with  a  ticket  at  the  most 
economical  fare  level  within  the  First  or  Economy  Class  as 
appropriate. 


1406  -  1409 

D.  (Deleted) 

1410  (Deleted) 

1411  -  1419 


[IPROCH9003W7]/[CSR  1390-1499] 


Amendment  No.  8(58)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


TRAVELLING  EXPENSES  IN  COUNTRY  OF  ORIGIN 

1420  (1)  (a)  An  officer  on  overseas  terms  who  travels  on  a  Government 

leave  passage  to  his  country  of  origin  may  be  granted  travelling 
expenses  in  that  country  in  respect  of  the  journey  between  the 
airport/port  of  entry/exit  and  the  town/city  in  which  he  will  be 
residing  for  the  greater  part  of  his  leave.  For  the  purpose  of  this 
regulation,  the  airport/port  of  entry/exit  is  that  on  which  his 
LPA  is  based,  or  the  actual  point  of  entry/exit,  whichever  is  the 
closest  to  the  declared  place  of  residence.  The  officer  may  also 
claim  travelling  expenses  under  this  regulation  when  he  is 
provided  with  homeward  passage  on  retirement  or  completion 
of  final  agreement.  Where  the  officer  is  allowed  to  split  his 
leave  passage,  he  may  only  claim  travelling  expenses  in  respect 
of  not  more  than  one  split  passage. 

(b)  The  travelling  expenses  payable  may  cover  the  cost  of  Second 
Class  railway  fare,  coach/bus  fare  and  First  Class  ferry  fare 
(including  cabin)  actually  incurred.  Where  the  journey  is  taken 
by  motor  vehicle,  the  travelling  expenses  payable  will  be 
calculated  at  the  rates  listed  in  Annex  9.7  based  on  the  most 
direct  practicable  route.  Where  air  transport  is  available  and 
the  road  distance  between  the  airport  nearest  to  the  officer's 
residence  and  the  airport  or  port  of  entry/exit  is  more  than  400 
kilometres,  the  officer  may  be  provided  with  an  air  ticket  on  a 
schedule  flight  or  be  reimbursed  with  the  air  fare  paid;  or  if 
travel  is  by  rail,  he  may  claim  any  sleeper  charges  incurred. 

(c)  The  total  amount  payable  to  an  officer  and  his  family  members 
under  this  Regulation  will  not  exceed  that  for  six  adults. 

(d)  An  officer  who  is  provided  with  a  passage  on  first  appointment 
under  CSR  1310  may  claim  travelling  expenses  in  the  country 
in  which  he  is  recruited. 

May  2001  (e)  This  regulation  does  not  apply  to  an  officer  who  is  not  granted 

a  homeward  passage  on  leaving  the  service. 

(f)  Where  passages  are  granted  on  a  proportionate  basis,  travelling 
expenses  will  also  be  reduced  proportionately,  and  any 
overpayment  will  be  recovered  from  the  officer. 


Amendment  No.  28(1)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001  1420  (2)  (a)  An  officer  claiming  travelling  expenses  should  complete 

(Cont'd)  CSB(LP)  Form  14  with  supporting  receipts  if  issued.  Payment 

of  the  expenses  will  be  subject  to  the  Director  of  Accounting 
Services  being  satisfied  with  the  evidence  or  substantiation 
given  in  support  of  the  claim. 


(b)  Claims  for  travelling  expenses  are  required  to  be  submitted 
within  one  month  after  completion  of  the  Government  passage. 
For  families  travelling  together  but  returning  on  different  dates, 
the  date  of  the  last  family  member's  return  may  be  taken  as  the 
date  of  completion  of  the  Government  passage. 


DETENTION  IN  THE  COURSE  OF  A  JOURNEY 

1421  If  in  the  course  of  his  journey  an  officer  travelling  on  first  appointment,  on 
leave  or  on  retirement,  by  a  standard  passage  (CSR  1380),  or  travelling  on 
transfer  by  a  route  and  class  of  passage  approved  by  the  Government,  is 
unavoidably  detained  outside  his  country  of  origin  and  thereby  necessarily 
incurs  additional  expense,  he  may  be  reimbursed  such  portion  of  his 
expenses  as  the  Director  of  Accounting  Services  considers  reasonable. 

1422  -  1449 


TRAVEL  INSURANCE 

1450  Government  will  not  meet  charges  in  respect  of  insuring  officers  and/or 
their  families  when  travelling  by  air,  sea  or  other  means,  on  any  occasion. 

1451  -1459 


Amendment  No.  28(2)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


BAGGAGE  ALLOWANCES  (CSRs  1460-1499) 


Unaccompanied  air  baggage  allowance 

1460  (1)  (a)  The  following  officers  (and  their  family)  are  eligible  for 

unaccompanied  air  baggage  allowance  - 

Apr  2009  (i)  officers  who  are  provided  with  a  Government  air  ticket  on 

first  appointment  under  CSR  1301  (see  also  CSR 
1316(6));  and 

(ii)  officers  on  overseas  terms  who  are  provided  with 
Government  passages  in  the  form  of  LPA/air  tickets,  and 
who  are  - 

on  end-of-tour  vacation  leave/overseas  addition,  or 
on  finally  leaving  the  service. 

(b)  Where  passages  are  granted  on  a  proportionate  basis,  the 
baggage  allowance  will  also  be  reduced  proportionately. 

Oct  2002  (2)  (a)  An  officer's  baggage  allowance  is  normally  calculated  by 

reference  to  his  entitlement  in  (b)  below  and  the  appropriate 
airline  unaccompanied  air  baggage  rate  as  defined  in  (c)  below 
between  Hong  Kong  and  the  officer's  country  of  origin.  On 
finally  leaving  the  service,  an  officer  may  use  the  baggage 
allowance  under  this  regulation  to  supplement  the  allowance 
under  CSR  1463  for  transportation  of  personal  effects  by  sea 
(see  CSR  1463(7)).  In  such  circumstances,  the  unaccompanied 
air  baggage  rate  between  Hong  Kong  and  the  actual  destination 
of  the  personal  effects  will  be  applied  in  the  calculation  of  his 
baggage  allowance  under  this  regulation. 


Amendment  No.  23/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


1460  (2)  (b)  The  baggage  entitlements  for  officers  and  family  members  are 

(Cont'd)  as  follows  - 


Single  officer  (see 
CSR  1300(a)  (ii) 
and  (9)  below) 

Officer  and  spouse 

Each  dependent 
child  up  to  a 
maximum  of  four 


On  first 
appointment 


On  leave  (each 
direction)  or  on 
finally  leaving  the 


under  (l)(a)(i) 

service  under 

above 

(l)(a)(ii)  above 

(Kilogram) 

(Kilogram) 

25 

25 

100 

50 

20 

10 

(c)  The  appropriate  airline  unaccompanied  air  baggage  rate  is  the 
lowest  rate  available  from  the  airline  concerned  irrespective  of 
the  nature  of  the  air  baggage  being  carried.  Where  no 
unaccompanied  air  baggage  rate  is  available,  the  air  cargo  rate 
will  be  used. 


(3)  Items  claimed  against  the  baggage  allowance  may  include 
transportation  of  baggage  by  air  and/or  by  sea,  the  cost  of  packing, 
packing  cases  (including  trunks)  and  insurance  of  personal  effects. 
However,  customs  duty  and  storage  charges  (other  than  incurred  as  a 
result  of  unavoidable  transhipment)  are  not  payable. 


(4)  Claims  for  reimbursement  of  the  expenses  should  be  made  to  the 
Director  of  Accounting  Services  on  CSB(LP)  Form  12.  Original 
receipts  must  be  attached.  Where  an  itemised  breakdown  is  not 
shown  in  the  receipts,  the  officer  must  include  an  itemised  invoice. 


(5)  (a)  Claims  for  reimbursement  may  be  submitted  to  the  Director  of 

Accounting  Services  no  earlier  than  6  months  from  the  date  the 
Government  passage  (including  air  ticket  provided  under  CSR 
1320(4),  1375(3)  or  1379(3))  is  taken  but  no  later  than  1  month 
from  the  completion  of  the  passage.  Only  expenses  incurred 
within  this  time  limit  may  be  reimbursed.  For  families 
travelling  together  but  returning  on  different  dates,  the  date  of 
the  last  family  member's  return  may  be  taken  as  the  date  of 
completion  of  the  passage. 


Amendment  No.  29(1)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


May  2001 


May  2001 


1460  (5)  (b)  Where  the  baggage  allowance  is  used  to  supplement  the 

(Corn'd)  allowance  under  CSR  1463,  the  time  limit  in  CSR  1463(6)  will 

apply. 

(6)  Half  of  the  allowance  (or  25%  in  the  case  of  single  officers  going  on 
leave)  may  be  claimed  on  a  non-accountable  basis  before  travel 
starts.  Officers  should  complete  CSB(LP)  Form  11  and  send  it  to  the 
Director  of  Accounting  Services  no  earlier  than  6  months  before 
travel.  Receipts  are  not  required.  The  advance  portion  given  will  be 
liable  to  tax  except  as  in  (7)  below.  An  officer  is  not  eligible  to 
claim  the  advance  portion  after  travel  has  started,  in  which  case,  he 
should  claim  reimbursement  of  the  allowance  in  accordance  with  (3) 
to  (5)  above. 


(7)  An  officer  who  has  spent  more  than  the  advance  portion  may  claim 
reimbursement  of  the  amount  in  excess  of  the  advance  portion,  up  to 
the  limit  of  his  allowance.  The  provisions  in  (3)  to  (5)  above  should 
be  followed.  Original  receipts  covering  the  full  amount  spent  must 
be  provided.  Under  these  circumstances,  the  advance  portion  will 
not  be  subject  to  tax. 

(8)  For  conversion  of  foreign  currencies  to  Hong  Kong  dollars,  the 
Director  of  Accounting  Services  will  use  average  of  the  selling  and 
buying  telegraphic  transfer  rates  provided  by  the  Hong  Kong 
Association  of  Banks  on  - 


(a)  the  first  working  day  of  the  month  in  which  a  claim  for  advance 
payment  is  made;  or 

(b)  the  date  of  expenditure  in  the  case  of  a  reimbursement  claim. 

(9)  The  allowance  for  which  the  bereft  spouse  of  a  deceased  officer  is 
eligible  under  (2)  above  is  50  kilograms,  i.e.  the  rate  for  office  and 
spouse. 


(10)  This  regulation  does  not  apply  to  an  officer  who  takes  annual  leave 
or  travels  by  sea,  or  who  is  not  granted  a  homeward  passage  on 
leaving  the  service.  Except  as  provided  in  CSR  1337(6),  children 
participating  in  the  school  passage  scheme  are  not  eligible  for 
baggage  allowance  under  this  regulation,  nor  as  their  parents  when 
taking  a  passage  under  CSR  1337(10). 


Amendment  No.  29(2)/2001 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1461  -  1462 


Sea  baggage  allowance 


1463  (1)  (a)  The  following  officers  on  overseas  terms  are  eligible  for  a  sea 

baggage  allowance  when  they  leave  the  service  - 


2009 


(i)  pensionable  officers  on  retirement,  except  those  who  are 
required  to  retire  in  the  public  interest  or  on  disciplinary 
grounds; 

(ii)  officers  who  resign  with  an  entitlement  to  a  deferred 
pension  under  the  New  Pension  Scheme;  and 

(iii)  officers  on  agreement  or  temporary  transfer  terms  who 
leave  the  service  on  grounds  other  than  misconduct.  For 
the  avoidance  of  doubt,  resignation  is  regarded  as  leaving 
the  service  on  grounds  of  misconduct  if  the  Secretary  for 
the  Civil  Service  is  of  the  opinion  that  the  officer  resigns 
to  avoid  disciplinary  proceedings. 


(b)  The  officers  in  (a)(ii)  and  (iii)  above  will  only  be  granted  sea 
baggage  allowance  in  respect  of  the  completed  tour(s).  For 
officers  in  (a)(ii)  above,  every  two  and  half  years  of  service  will 
be  counted  as  a  completed  tour. 

(c)  This  regulation  also  applies  to  an  officer  on  overseas  terms  who 
dies  while  in  Government  service. 


Amendment  No.  24/2009 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


1463  (2)  The  sea  baggage  allowance  is  determined  by  reference  to  service, 

(Corn'd)  salary  and  marital  status  as  at  the  time  the  officer  leaves  the  service. 

(a)  Allowance  for  married  officers  are  as  follows  - 


For  the  first  Additional  for  each  year 
3  years  service  of  service  after  the  first 


or  less 

three  years 

4th  to  9th 
year 

From  10th 
year  onwards 

cubic 

cubic 

cubic 

metres 

metres 

metres 

Officers  on  MPS 

49  or  below  or 
equivalent 

4.25 

0.70 

0.85 

Officers  on 
Directorate  salary 
points  D1-D3  or 
equivalent 

7.00 

0.85 

1.00 

Officers  on 
Directorate  salary 
points  D4-D8  or 
equivalent 

8.50 

1.00 

1.15 

Officers  on 
Directorate  salary 
points  D9  or 
above 

10.00 

1.15 

1.30 

(b)  Allowances  for  single  officers  are  as  follows- 


(i) 

officers  with  up 

to 

3 

half  the  allowances 

for 

years'  service 

married  officers 

(ii) 

officers  with  4 

to 

9 

two  thirds  of  the  allowances 

years'  service 

for  married  officers 

(iii) 

officers  with  10 

years' 

90%  of  the  allowance 

for 

or  more  service  married  officers 
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Amendment  No.  8(65)/99 


CHAPTER  IX  -  PASSAGES  AND  BAGGAGE  ALLOWANCES 


2002 


2006 


2006 


2006 


Government  will  meet  the  cost  of  insurance  at  a  premium  rate 
not  exceeding  3.5%,  subject  to  a  maximum  insurance  value  of 
$108,100  for  the  first  three  years  of  service,  with  an  increase  of 
$7,200  for  each  subsequent  year. 

“Service”  means  continuous  service  with  the  Hong  Kong 
Govemment/Government  of  the  Hong  Kong  Special 
Administrative  Region.  It  includes  the  period  of  leave  prior  to 
completion  of  service  but  excludes  no-pay  leave.  Officers  who 
were  appointed  before  1  July  1997  on  transfer  to  Hong  Kong 
from  a  British  overseas  territory  without  a  break  in  service  and 
who  continue  to  serve  in  the  HKSAR  in  their  individual 
capacities  may  count  their  previous  service  in  such  territories 
for  the  purpose  of  this  regulation.  A  balance  of  6  months  or 
more  counts  as  a  year.  See  also  1(b)  above. 

(3)  Government  will  meet  the  cost  (as  defined  in  (4)  below)  of  moving 
officers’  possessions  from  their  residence  in  Hong  Kong  to  their 
residence  outside  Hong  Kong,  subject  to  the  entitlement  in  (2)  above 
and  the  rate  determined  by  the  Director  of  Accounting  Services. 
Only  one  destination  will  be  accepted  for  transporting  the 
possessions  of  the  whole  family. 

(4)  Officers  must  submit  an  application  form  (CSB(LP)Form  13)  and 
three  quotations  of  their  choice  for  door-to-door  removal  service 
charges.  The  lowest  quotation  will  normally  be  approved.  An 
officer  may  accept  a  quotation  other  than  the  one  approved  by  the 
Director  of  Accounting  Services  but  Government  will  only  meet  the 
cost  within  the  approved  quotation  up  to  the  maximum  volume 
entitlement.  Customs  duty  and  storage  charges  (other  than  those 
incurred  as  a  result  of  unavoidable  transhipment  en  route)  are  not 
payable  by  Government. 

(5)  Payment  may  be  made  either  - 

(a)  to  the  officer,  or  to  the  family  or  the  legal  personal 
representative  of  a  deceased  officer,  by  way  of  reimbursement, 
on  production  of  receipted  bills  and  itemised  invoices;  or 

(b)  directly  to  the  company  providing  the  services,  on  production 
of  itemised  invoices  certified  correct  by  the  officer. 


1463  (2)  (c) 

(Cont'd) 

(d) 


Amendment  No.  40/2006 


CHAPTER  IX 

1463  (6) 

(Cont’d) 


(7) 

May  2001 

(8) 


1464  -  1499 


-  PASSAGES  AND  BAGGAGE  ALLOWANCES 


Except  as  provided  in  (8)  below,  claims  may  be  presented  to  the 
Director  of  Accounting  Services  no  earlier  than  3  months  before  the 
commencement  of  final  leave,  although  the  personal  effects  may  be 
shipped  at  any  time  during  the  final  tour  of  service.  Claims  should 
be  submitted  no  later  than  6  months  after  the  commencement  of  final 
leave  or  no  later  than  the  expiry  of  final  leave,  whichever  is  the  later. 
Under  exceptional  circumstances,  the  Director  of  Accounting 
Services  may  extend  the  period  of  claim  by  up  to  12  months,  but  the 
maximum  transportation  rate  per  cubic  metre  will  be  frozen  at  the 
original  expiry  date. 

Air  baggage  allowance  payable  under  CSR  1460  may  be  used  to 
cover  the  shipment  cost  of  the  excess  volume  of  effects  sent  by  sea. 
In  such  cases,  the  officer  must  differentiate  in  CSB(LP)  Form  13 
between  the  cost  based  on  the  allowance  in  this  regulation  (i.e.  in 
cubic  metres)  and  the  shipment  cost  of  excess  volume  claimed 
against  the  air  baggage  allowance  under  CSR  1460  (i.e.  in 
kilograms). 

Officers  may  apply  to  the  Director  of  Accounting  Services  to  make 
an  advance  claim  of  the  allowance  in  respect  of  completed  tours. 
"Completed  tours"  in  the  case  of  officers  on  permanent  terms  will  be 
counted  on  the  same  basis  as  in  CSR  1463(l)(b).  The  grant  of 
baggage  allowance  in  advance  is  subject  to  the  following  conditions  - 

(a)  the  final  volume  entitlement  and  the  value  of  the  final  shipment 
insurance  coverage  will  be  reduced  by  the  amount  claimed  in 
advance; 

(b)  officers  must  refund  to  the  Government  part  or  whole  of  the 
allowance  advanced  in  the  event  that  their  entitlement  is  less 
than  the  volume  claimed  in  advance  (e.g.  as  a  result  of  change 
in  marital  status)  or  if  they  subsequently  cease  to  be  eligible  for 
the  grant  of  the  allowance;  and 

(c)  the  claim  for  reimbursement  should  not  in  any  case  be  made 
later  than  six  months  from  the  date  of  shipment. 


Amendment  No.  30(2)/2001 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Jan 

2009 


June  95 


Jan 

2002 


May 

2003 


Aug 

2007 


Aug 

2007 


INTERPRETATION 

1600  In  the  following  regulations  on  the  Home  Financing  Scheme,  unless  the 
context  otherwise  requires  - 

"accommodation"  means  residential  land  premises  in  Hong  Kong  including  a 
maximum  of  two  parking  spaces  rented  in  the  name  of  an  officer  and 
approved  by  the  Director  of  Accounting  Services  for  the  officer  to  receive  an 
allowance  under  the  Home  Financing  Scheme.  Accommodation  rented  in  the 
name  of  a  company,  even  if  the  officer  is  the  proprietor  of  the  company,  will 
not  be  accepted.  Adjoining  independent  domestic  units  cannot  be  accepted 
unless  the  conversion  to  one  unit  is  approved  by  the  relevant  authorities. 

"acquired  a  property"  means  that  an  officer  has  become  the  owner  of  the 
property  by  way  of  an  assignment. 

"allowance"  means  a  Home  Financing  Allowance  granted  under  the  Home 
Financing  Scheme. 

"approved  lending  institution"  means  a  lending  institution  on  the  Panel  of 
Participating  Lending  Institutions  contained  in  Treasury  Circular 
Memoranda  issued  from  time  to  time. 

"co-owner"  means  an  officer  and  any  other  person  who  is  either  a  joint  tenant 
or  tenant  in  common  with  the  officer  of  the  property  under  the  Home 
Financing  Scheme  and  "co-ownership"  will  be  interpreted  accordingly. 

"cost  of  property"  means  the  cost  of  property  stipulated  in  the  title  deed, 
purchase  documents,  valuation  report  or  other  documents  acceptable  to  the 
Director  of  Accounting  Services. 

"downpayment  loan"  means  a  loan  granted  by  the  Government  under  the 
scheme  and  includes  such  a  loan  which  has  been  assigned  or  transferred  by 
the  Government  to,  or  is  held  by  the  Government  as  trustee  for,  a  third  party. 

"Home  Ownership  Scheme  flat"  includes  flats  sold  under  the  Home 
Ownership  Scheme  sale  exercises  as  defined  in  CSR  809(l)(b)(v)(B)(aa). 

"mortgage  loan"  means  a  mortgage  loan  obtained  in  the  name  of  an  officer 
from  a  lending  institution  (other  than  any  public  housing  loan  provided  by  the 
Hong  Kong  Housing  Authority/Hong  Kong  Housing  Society)  secured 
against  his  property  by  a  first  legal  charge  or  a  first  equitable  mortgage. 


Amendment  No.  24(  1  )/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Aug  1600  "mortgage  repayment"  means  repayment  of  the  first  mortgage  loan  under  the 
2007  (Cont’d)  Home  Financing  Scheme. 

"other  civil  service  housing  benefits  and  civil  service  housing-related 
benefits"  means  civil  service  housing  benefits  (other  than  the  Home 
Financing  Scheme)  and  civil  service  housing-related  benefits  set  out  in 
CSRs  809(1  )(a)(i)  and  809(1  )(a)(ii)  respectively. 

"property"  means  a  residential  land  property  in  Hong  Kong  including  a 
maximum  of  two  parking  spaces  acquired  in  the  name  of  an  officer  and 
approved  by  the  Director  of  Accounting  Services  for  the  officer  to  receive 
assistance  under  the  Home  Financing  Scheme.  Property  acquired  in  the 
name  of  a  company,  even  if  the  officer  is  the  proprietor  of  the  company,  will 
not  be  accepted.  Adjoining  independent  domestic  units  cannot  be  accepted 
unless  the  conversion  to  one  unit  is  approved  by  the  relevant  authorities. 

Aug  "publicly-funded  organisation"  means  an  organisation  as  defined  in 

2007  CSR  809(9). 

"rate  of  allowance"  means  the  rate  of  allowance  applicable  to  a  salary  point 
on  the  scale  of  Home  Financing  Allowance  as  set  out  in  Annexes  11.2  and 
1 1.3  to  Civil  Service  Regulations. 

"scheme"  means  the  Home  Financing  Scheme. 

“spouse”  includes  a  separated  spouse. 

"statutory  age  of  retirement"  means  the  nonnal  age  of  retirement  stipulated  in 
the  Pensions  Ordinance  (Cap.  89),  or  the  Pension  Benefits  Ordinance 
(Cap.  99),  or  the  Pension  Benefits  (Judicial  Officers)  Ordinance  (Cap.  401), 
or  any  other  Ordinance  pursuant  to  which  the  officer  is  eligible  for  retirement 
benefits,  whichever  is  applicable  to  the  officer. 

Jan  1601  Words  importing  one  gender  shall  include  the  other  gender. 

2009 

ELIGIBILITY  CRITERIA 

Aug  1602  An  officer  who  meets  the  following  eligibility  criteria  may  apply  for  the 

2007  Home  Financing  Scheme  - 

(a)  the  officer  is  on  or  above  MPS  34  or  equivalent; 

(b)  the  officer  is  not  offered  appointment  on  overseas  tenns  on  or  after 

1  October  1990; 


Jan 

2009 


Jan 

2009 

Jan 

2009 
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Aug 
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Dec  98 


Aug 

2007 


Jan 

2009 


1602  (c) 

(Cont’d) 


the  officer  is  not  offered  appointment  on  or  after  1  June  2000  and 
eligible  for  the  Non-accountable  Cash  Allowance  Scheme  under 
CSRs  2000-2099; 


(d)  the  officer  is  not  debarred  from  receiving  assistance  under  the  scheme 
under  CSRs  809(l)(b)  and  809(6);  and 

(e)  the  officer,  if  he  is  offered  appointment  before  1  October  1990  and 
has  since  served  continuously  without  a  break  in  service,  has  opted 
for  entitlement  under  the  scheme  in  accordance  with 
CSRs  1605-1609. 


1603-1604 


OPTION  FOR  THE  HOME  FINANCING  SCHEME 

(only  for  officers  offered  appointment  before  1  October  1990) 


1605  (a)  An  officer  offered  appointment  before  1  October  1990  and  who  has 

since  served  continuously  without  a  break  in  service  may  opt  for 
entitlement  under  the  Home  Financing  Scheme  if  he  meets  the  criteria 
set  out  in  CSR  1602(d)  above. 

(i)  The  officer  must  submit  his  Option  Form  upon  or  before  the 
submission  of  his  Formal  Application  for  the  Home  Financing 
Scheme. 

(ii)  For  an  officer  on  or  above  MPS  34  on  30  September  1995,  the 
deadline  for  making  the  option  is  30  September  1995.  For  an 
officer  below  MPS  34  on  30  September  1995,  the  deadline  for 
making  the  option  is  six  months  after  he  reaches  MPS  34,  or 
six  months  after  the  date  of  notification  of  his  promotion  to 
MPS  34  or  above  if  the  promotion  takes  retrospective  effect, 
whichever  is  the  later. 

(b)  A  civil  servant  couple  should  submit  one  option  for  the  scheme  only. 
Where  an  officer  and  his  spouse  have  different  option  deadlines,  the 
earlier  option  deadline  will  apply  to  both  of  them.  If  only  one  of  them 
is  eligible  for  the  option,  the  option  deadline  will  apply  to  both  of 
them.  Once  an  officer  opts  for  the  scheme,  his  spouse,  if  employed  by 
the  Government  or  a  publicly-funded  organisation  (except  where  his 
spouse  meets  the  eligibility  criteria  for  the  Non-accountable  Cash 
Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)), 
shall  be  deemed  to  have  opted  for  the  scheme. 


Amendment  No.  24(3)/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


1606 


Dec  98 


An  option  for  entitlement  under  the  scheme,  if  accepted  by  the  Director  of 
Accounting  Services,  is  irrevocable.  The  option  should  be  made  on 


TRY/HFS  1. 


1607 


Jan 

2009 


(a)  For  an  officer  whose  option  deadline  falls  on  30  September  1995,  if 
he  submits  only  the  Option  Form  on  or  before  the  deadline,  he  (and 
his  spouse,  if  employed  by  the  Government  or  a  publicly-funded 
organisation,  except  where  his  spouse  meets  the  eligibility  criteria  for 
the  Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b),  (d), 
(e),  (f)(i),  (f)(ii)  and  (f)(iv))  shall  irrevocably  forfeit  his  (and  his 
spouse's)  eligibility  for  all  other  civil  service  housing  benefits  and 
civil  service  housing-related  benefits  with  effect  from  the  day 
following  the  option  deadline,  i.e.  with  effect  from  1  October  1995. 


Jan 

2009 


(b)  If  such  an  officer  also  submits  his  Initial  Application  and  Formal 
Application  for  Home  Financing  Scheme  on  or  before  his  option 
deadline,  he  (and  his  spouse,  if  employed  by  the  Government  or  a 
publicly-funded  organisation,  except  where  his  spouse  meets  the 
eligibility  criteria  for  the  Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv))  shall  irrevocably 
forfeit  his  (and  his  spouse's)  eligibility  for  all  other  civil  service 
housing  benefits  and  civil  service  housing-related  benefits  with 
effect  from  1  October  1995  or  the  day  he  commences  to  receive  the 
Home  Financing  Allowance,  whichever  is  the  earlier. 

(c)  If  an  officer  fails  to  relinquish  the  other  housing  and  housing-related 
benefits  as  required  in  (a)  or  (b)  above,  his  entitlement  period  under 
the  Home  Financing  Scheme  will  be  reduced  by  the  period  from 
1  October  1995  to  the  day  before  he  actually  relinquishes  the  benefits. 


1608 


Jan 

2009 


(a)  For  an  officer  whose  option  deadline  falls  on  a  date  other  than 
30  September  1995,  if  he  submits  only  the  Option  Form  on  or  before 
his  option  deadline,  he  (and  his  spouse,  if  employed  by  the 
Government  or  a  publicly-funded  organisation,  except  where  his 
spouse  meets  the  eligibility  criteria  for  the  Non-accountable  Cash 
Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)) 
shall  irrevocably  forfeit  his  (and  his  spouse's)  eligibility  for  - 


(i)  Private  Tenancy  Allowance,  Non-departmental  Quarters, 
House  Allowance,  Furniture  and  Domestic  Appliances,  and 
Furniture  and  Domestic  Appliances  Allowances  with  effect 
from  the  day  he  submits  his  Option  Fonn;  and 


Amendment  No.  24(4)/2008 
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1608  (a)  (ii)  all  other  civil  service  housing  benefits  and  civil  service 

(Cont’d)  housing-related  benefits  with  effect  from  the  day  following 

his  option  deadline. 


Jan 

2009 


(b)  If  such  an  officer  also  submits  his  Initial  Application  and  Formal 
Application  for  Home  Financing  Scheme  on  or  before  his  option 
deadline,  he  (and  his  spouse,  if  employed  by  the  Government  or  a 
publicly-funded  organisation,  except  where  his  spouse  meets  the 
eligibility  criteria  for  the  Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv))  shall  irrevocably 
forfeit  his  (and  his  spouse's)  eligibility  for  - 

(i)  Private  Tenancy  Allowance,  Non-departmental  Quarters, 
House  Allowance,  Furniture  and  Domestic  Appliances,  and 
Furniture  and  Domestic  Appliances  Allowances  with  effect 
from  the  day  he  commences  to  receive  the  Home  Financing 
Allowance,  or  the  day  he  submits  his  Option  Fonn,  whichever 
is  the  earlier;  and 

(ii)  all  other  civil  service  housing  benefits  and  civil  service 
housing-related  benefits  with  effect  from  the  day  he 
commences  to  receive  the  Home  Financing  Allowance,  or  the 
day  following  his  option  deadline,  whichever  is  the  earlier. 


(c)  If  an  officer  fails  to  relinquish  the  other  housing  and  housing-related 
benefits  as  required  in  (a)  or  (b)  above,  his  entitlement  period  under 
the  Home  Financing  Scheme  will  be  reduced  by  the  period  from  the 
date  on  which  he  is  required  to  relinquish  the  benefits  to  the  day 
before  he  actually  relinquishes  such  benefits. 


Amendment  No.  24(5)/2008 
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Nov  94  1609  (a)  Where  an  officer  who  is  eligible  under  CSR  1605  above  to  opt  for 

entitlement  under  the  Home  Financing  Scheme  has  not  submitted  an 
Option  Form  during  the  option  period,  he  and  his  spouse,  if  a  civil 
servant  shall  be  eligible  to  apply  for  other  civil  service  housing 
benefits  and  civil  service  housing-related  benefits  provided  under  the 
terms  of  his  or  his  spouse's  appointment. 

(b)  If  such  an  officer  who  has  not  opted  for  assistance  under  the  scheme 
wishes  to  join  the  scheme  subsequently,  he  may  submit  an  Option 
Form  alone  or  together  with  an  Initial  Application  and  a  Fonnal 
Application  for  the  Home  Financing  Scheme  after  the  option  period. 
His  application  may  be  approved  subject  to  an  additional  condition 
that  his  120-month  maximum  entitlement  period  to  the  allowance 
shall  be  reduced  by  the  number  of  calendar  days  between  the  day 
following  the  expiry  date  of  the  option  period  and  the  day  before  the 
date  of  commencement  of  payment  of  the  allowance  to  him.  This 
additional  condition  shall  be  applied  without  exception,  irrespective 
of  whether  the  officer  or  his  spouse  has  received  any  civil  service 
housing  benefits  or  civil  service  housing-related  benefits  before 
joining  the  scheme.  He  shall  also  forfeit  his  and  his  spouse’s  (if 
employed  by  the  Government  or  a  publicly-funded  organisation, 
except  where  his  spouse  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e), 
(f)(i),  (f)(ii)  and  (f)(iv))  eligibility  for  all  other  civil  service  housing 
benefits  and  civil  service  housing-related  benefits  with  effect  from  the 
day  he  submits  his  Option  Form. 

ASSISTANCE  UNDER  THE  HOME  FINANCING  SCHEME 

Nov  94  1610  (1)  An  eligible  officer  may  receive  the  following  assistance  under  the 

Home  Financing  Scheme  - 

(a)  a  monthly  allowance  for  a  maximum  aggregate  period  of  120 
months.  On  admission  to  the  scheme,  an  officer  may  receive 
an  allowance  up  to  the  rates  applicable  to  his  substantive 
salary  point  on  the  scale  of  allowance  prevailing  on  the  date  of 

Aug  his  commencement  to  receive  the  allowance  (see 

2007  CSR  1633(a)).  The  rates  are  shown  in  Annex  1 1.3.  He  shall 

remain  on  the  same  scale  of  allowance  rates  throughout  the 
entitlement  period  irrespective  of  whether  the  allowance  is 
used  for  the  renting  of  accommodation  or  purchase  of 
property  (see  CSR  17 15(b)(iii)  if  he  subsequently  transfers  his 
allowance  to  his  spouse);  and 

(b)  if  the  officer  meets  the  eligibility  criteria  under  CSR  1645 
below,  a  downpayment  loan  limited  to  - 


Jan 

2009 
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1610  (1)  (b) 

(Cont’d) 


(i)  30%  of  the  cost  of  the  property  or  24  months'  salary  of 

the  officer  whichever  is  the  lesser  (or  20%  of  the  cost 
of  the  property  or  18  months’  salary  of  the  officer 
whichever  is  the  lesser  for  loans  granted  before 
1  November  1994);  or 


(ii)  the  officer's  earned  maximum  commuted  pension 
gratuity  at  the  date  of  submission  of  Formal 
Application  for  downpayment  loan  under  the  scheme 
in  the  case  of  an  officer  who  has  joined  the  New 
Pension  Scheme  and  has  completed  at  least  10  years 
pensionable  service.  In  detennining  the  maximum 
amount  of  a  loan,  only  the  Hong  Kong  element  of  a 
mixed  pension  eligibility  shall  be  taken  into  account. 


(2)  Subject  to  the  approval  of  the  Director  of  Accounting  Services,  the 
assistance  under  the  scheme  may  be  used  by  an  officer  to  rent  an 
accommodation  (see  CSR  1630(c)(ii)  below),  or  acquire  a  new 
property,  or  refinance  a  property  already  acquired  by  him,  or  finance 
the  outstanding  balance  of  a  mortgage  loan  on  a  property  already 
acquired  by  him. 


Revised  Rates  For  Officers  Who  Commenced  To  Receive  An  Allowance  Before 
1  November  1994 

Nov  94  1611  (1)  Notwithstanding  the  provision  in  CSR  1610(l)(a)  above,  an  officer 

who  commenced  to  receive  an  allowance  before  1  November  1994 
may,  on  a  change  of  property,  transfer  to  a  revised  scale  of  rates 
prevailing  at  the  time  he  changes  property.  The  rates  are  shown  in 
Annex  1 1.2.  The  following  conditions  shall  apply  - 

(a)  The  officer  is  required  to  exercise  his  option  for  transfer  to  the 
revised  rates  in  his  Formal  Application  for  change  of  property. 

(b)  Once  the  officer  has  opted  for  transfer  to  the  revised  rates,  he 
(and  his  spouse,  if  a  civil  servant)  shall  have  to  comply  with 
the  sale  proceeds  conditions  set  out  in  CSRs  1731-1734  below 
on  any  changes  of  properties  for  the  remainder  of  the 
entitlement  period. 

(c)  The  officer  (and  his  spouse,  if  a  civil  servant)  shall  be  entitled 
to  transfer  to  the  revised  rates  for  only  once  during  the  entire 
entitlement  period. 


Amendment  No.  39(7)/2007 
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1611  (1)  (d)  the  officer  shall  draw  the  revised  rates  applicable  to  his 

(Cont’d)  substantive  salary  point  on  the  scale  of  allowance  prevailing  at 

the  time  he  changes  property.  The  rates  are  shown  in 
Annex  11.2.  Once  he  has  commenced  to  receive  the 
allowance  from  the  revised  scale,  he  (and  his  spouse,  if  a  civil 
servant)  shall  remain  on  the  same  scale  of  allowance  rates  for 
the  remainder  of  the  entitlement  period. 

(2)  An  officer  who  commenced  to  receive  an  allowance  before 

1  November  1994  may,  on  a  change  of  property,  opt  to  forfeit  his 
right  for  transfer  to  the  revised  rates.  He  (and  his  spouse,  if  a  civil 
servant)  shall  remain  on  the  same  scale  of  rates  as  when  he 
commenced  to  receive  the  allowance  for  the  remainder  of  the 
entitlement  period.  The  sale  proceeds  conditions  spelt  out  in 
CSRs  1731-1734  will  not  be  applicable  to  him. 

(3)  An  officer  who  commenced  to  receive  an  allowance  before 

1  November  1994  may,  on  a  change  of  property,  opt  to  reserve  his 
right  for  transfer  to  the  revised  rates  under  CSR  1611(1)  in  future. 
Before  an  option  is  made  whether  for  transfer  to  the  revised  rates 
under  CSR  1611(1)  or  to  forfeit  his  right  for  such  transfer  under 
CSR  1611(2),  the  officer  (and  his  spouse,  if  a  civil  servant)  shall 
remain  on  the  same  scale  of  allowance  rates  as  when  he  commenced 
to  receive  the  allowance  and  continue  to  comply  with  the  sale 

June  95  proceeds  conditions  in  CSRs  1731(a),  (c)-(e)  and  1732-1734  below 

on  any  change  of  properties. 

1612-1629 


HOME  FINANCING  ALLOWANCE 

Nov  94  1630  (a)  The  Home  Financing  Allowance  comprises  an  accountable  part  and  a 

non-accountable  part. 

(b)  50%  of  the  allowance  received  by  an  officer  is  accountable.  The  other 
50%  of  the  allowance  is  non-accountable. 

(c)  The  accountable  part  of  the  allowance  shall  be  used  either  for  - 

Dec  97  (i)  repaying  the  mortgage  loan  on  a  residential  property  in  Hong 

Kong;  or 


Amendment  No.  39(8)/2007 
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Dec  97 


June  95 


Dec  97 


Dec  97 


1630  (c)  (ii)  renting  accommodation  in  Hong  Kong  - 

(Cont’d) 

for  the  initial  two  years  from  the  commencement  date 
of  receipt  of  the  allowance;  or 

to  cover  the  entire  agreement/probationary  period  up 
to  a  maximum  of  three  years  in  the  case  of  an  officer 
serving  on  agreement  or  probation;  or 

for  the  period  of  the  approval-in-principle  to  change 
property  obtained  by  an  officer  under  CSR  1730, 
starting  from  the  date  of  cessation  of  ownership  of  the 
officer's  existing  property.  The  Director  of 
Accounting  Services  may  recover  part  or  all  of  the 
allowance  granted  to  the  officer  for  such  purpose  if  the 
officer  subsequently  fails  to  purchase  another  property 
or  cannot  produce  evidence  of  his  intention  to  do  so. 

Applications  for  extension  of  the  renting  period  may  be 
approved  by  the  Director  of  Accounting  Services  under 
exceptional  circumstances.  The  allowance  the  officer 
receives  for  renting  accommodation  during  the  period  shall 
count  towards  his  total  entitlement  for  assistance  under  the 
scheme.  Thereafter,  the  allowance  shall  be  used  for  repaying 
the  mortgage  loan  on  a  residential  property  in  Hong  Kong  for 
the  remainder  of  the  120-month  entitlement.  (See  also 
CSR  1639(b).) 

(d)  For  the  purpose  of  CSR  1630(c)(ii)  above,  an  officer  may  not  rent 
accommodation  from  owners  stipulated  in  CSR  852(5)(a). 

(e)  The  following  items  shall  be  accepted  for  counting  towards  the 

monthly  cost  of  renting  accommodation  in  Hong  Kong  under 

CSR  1630(c)(ii)  above  - 

(i)  rent  of  the  accommodation; 

(ii)  rent  of  car  park; 

(iii)  rates  for  the  accommodation/car  park;  and 

(iv)  management  fees  charged  on  the  accommodation/car  park. 


Amendment  No.  39(9)/2007 
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Aug 
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Payment  Of  The  Allowance 

1631  (a)  The  allowance  shall  be  payable  monthly,  for  a  maximum  aggregate 

period  of  120  months  during  an  officer's  service  with  the  Government 
irrespective  of  whether  such  service  is  broken,  or  until  - 

(i)  cessation  of  renting  accommodation  approved  under  the 
scheme  (except  where  he  has  obtained  approval  from  the 
Director  of  Accounting  Services  to  change  to  another 
accommodation  or  purchase  a  property);  or  until 

(ii)  disposal  of  property,  completion  of  mortgage  repayment  or 
redemption  of  mortgage  on  a  property  approved  under  the 
scheme  (except  where  he  has  obtained  approval  from  the 
Director  of  Accounting  Services  to  change  property  under 
CSR  1730  below);  or  until 

(iii)  he  leaves  the  service  on  retirement  or  for  whatever  reason;  or 
until 

(iv)  he  ceases  to  be  eligible  for  the  allowance  for  whatever  reason, 
whichever  date  comes  first. 

(b)  The  allowance  for  the  last  30  days  of  - 

(i)  the  tenancy  agreement;  or 

(ii)  the  mortgage  loan;  or 

(iii)  an  officer's  entitlement;  or 

(iv)  an  officer's  service, 

whichever  date  comes  first,  shall  be  payable  upon  production  of  rental 
receipts  or  documentary  proof  showing  that  the  rental  or  mortgage 
repayment  for  the  period  is  made.  Officers  should  make  their  own 
payment  arrangements  for  this  period  and  submit  the  necessary 
documents  to  the  Director  of  Accounting  Services  for  reimbursement. 


1632  An  officer’s  entitlement  period  under  the  scheme  will  be  reduced  by  the 
period  of  housing  assistance  he  and/or  his  spouse  has/have  received  during 
his/his  spouse's  employment  in  the  Government  or  a  publicly-funded 
organisation  as  detailed  in  CSR  809(l)(b)(vi).  (See  also  CSR  1687(3)(c).) 


Amendment  No.  39(10)/2007 
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Nov  94  1633  (a)  The  Home  Financing  Allowance  shall  commence  to  be  payable  to  an 

eligible  officer  as  from  - 

(i)  the  date  of  the  Director  of  Accounting  Services’ 
approval-in-principle  for  him  to  draw  the  allowance  (or  the 
date  of  Formal  Approval  if  an  Initial  Application  and  a  Fonnal 
Application  are  submitted  concurrently);  or 

(ii)  the  date  he/his  spouse  relinquishes  any  other  housing  benefits 
and  civil  service  housing-related  benefits  being  received  by 
him/his  spouse  (except  where  the  spouse  is  receiving  the 
Non-accountable  Cash  Allowance  as  provided  under 
CSRs  2007-2020)  (see  also  CSRs  1705  and  1708  below);  or 

(iii)  the  date  of  commencement  of  a  lease  on  accommodation  in 

Dec  97  Hong  Kong,  or  a  mortgage  on  a  property  in  Hong  Kong  (i.e. 

the  date  on  which  interest  on  the  mortgage  loan  starts  to 
accrue), 

whichever  date  comes  last  or  a  later  date  within  the 
approval-in-principle  period.  For  the  avoidance  of  doubt,  this  CSR 
shall  also  be  deployed  to  detennine  the  date  of  resuming  payment  of 
allowance  to  an  officer  who  re-joins  the  scheme  under  CSR  1707  or  a 
current  participant  who  has  obtained  approval  from  the  Director  of 
Accounting  Services  to  suspend  his  allowance  as  appropriate;  for  an 
officer  who  commenced  to  draw  the  allowance  before  1  November 
1994  and  changes  property  in  accordance  with  CSR  1611(1)  or 
161 1(3),  see  also  the  specific  provision  in  CSR  1734. 

(b)  The  allowance  payable  to  an  officer  shall  be  twice  the  amount  of  the 
actual  cost  of  renting  accommodation  or  the  actual  mortgage 
repayment  payable  by  him  as  the  case  may  be,  or  his  entitled  rate  of 
allowance,  whichever  is  the  lesser.  (See  also  CSR  1690  below.)  If 
the  monthly  mortgage  repayment  or  cost  of  renting  accommodation 
under  CSR  1630(c)  above  is  less  than  50%  of  an  officer's  entitled  rate 
of  allowance,  the  non-accountable  allowance  payable  to  him  shall  be 
reduced  proportionally. 

Nov  94  1634  An  officer  will  be  eligible  for  a  higher  rate  of  allowance  on  the  same  scale  of 

allowance  from  which  he  receives  the  benefits,  as  he  advances  in  his  pay 
scale. 


Aug 

2007 


Jan 

2009 


Aug 

2007 
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Aug 
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Aug 

2007 


Aug 

2007 


Aug 

2007 


(a)  An  officer  shall  not  increase  the  outstanding  mortgage  loan  of  the 
property  in  respect  of  which  he  is  receiving  assistance  under  the 
scheme,  unless  with  the  prior  written  exceptional  approval  of  the 
Director  of  Accounting  Services.  Any  increase  in  outstanding 
mortgage  loan,  if  approved,  shall  be  separate  from  the  original 
mortgage  account  approved  under  the  scheme  and  shall  not  be 
counted  for  claiming  housing  benefits  under  the  scheme. 

(b)  An  officer  may  change  the  monthly  mortgage  repayment  amount  or 
mortgage  repayment  period  of  the  property  for  which  he  is  receiving 
assistance  under  the  scheme  provided  that  the  provision  in 
CSR  1635(a)  above  is  met.  He  shall  report  to  the  Director  of 
Accounting  Services  within  30  days  any  changes  that  affect  his 
entitlement  to  housing  benefits  under  the  scheme.  In  case  of  doubt, 
an  officer  should  consult  the  Director  of  Accounting  Services.  Any 
failure  to  report  changes  that  affect  his  housing  benefits  entitlement 
will  be  treated  as  a  breach  of  the  terms  of  the  scheme  and  will  be 
subject  to  consequences  set  out  in  CSR  808. 

(c)  The  manner  of  repayment  of  the  mortgage  shall  normally  be  by  equal 
monthly  instalments  in  Hong  Kong  dollars,  unless  with  the  prior 
written  approval  of  the  Director  of  Accounting  Services.  For  the 
avoidance  of  doubt,  an  officer  who  does  not  repay  his  mortgage  loan 
according  to  the  repayment  schedule  accepted  by  the  Director  of 
Accounting  Services  is  in  breach  of  the  terms  of  the  scheme  and  shall 
be  ineligible  for  the  allowance  during  the  period  in  question  even  if  he 
subsequently  settles  the  belated  mortgage  repayments,  unless  he  has 
obtained  prior  written  exceptional  approval  from  the  Director  of 
Accounting  Services.  (See  also  CSR  1639(a).) 

(d)  An  officer  shall  not  obtain  an  additional  mortgage  loan  or  any  other 
facilities  against  the  property  in  respect  of  which  he  is  receiving 
assistance  under  the  scheme  unless  he  has  obtained  prior  written 
exceptional  approval  from  the  Director  of  Accounting  Services.  Any 
additional  mortgage  loan  or  facilities,  if  approved,  shall  be  separate 
from  the  original  mortgage  account  approved  under  the  scheme  and 
shall  not  be  counted  for  claiming  housing  benefits  under  the  scheme. 

(e)  An  officer  shall  give  written  consent  (on  TRY/HFS  9)  to  his  lending 
institution  providing  the  mortgage  loan  to  him  - 

(i)  to  supply  information  on  his  mortgage  loan  account  to  the 
Director  of  Accounting  Services  as  and  when  required;  and 


Amendment  No.  39(12)/2007 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Aug 

2007 


Aug 

2007 


1635  (e)  (ii)  to  notify  the  Director  of  Accounting  Services  in  writing  within 

(Cont’d)  30  days  after  the  actual  date  of  completion  of  his  mortgage 

loan. 


1636  (a)  Renting  of  accommodation  or  repayment  of  a  mortgage  loan  on  a 

property  is  a  matter  between  the  officer  and  his  landlord/other  parties 
concerned  or  his  lending  institution.  The  Government  is  not  a  party  to 
such  an  arrangement. 

(b)  The  allowance  payable  to  an  officer  shall  be  credited  monthly  in 
arrears  to  his  salary  account.  The  officer  shall  be  personally 
responsible  for  payment  of  the  actual  cost  of  renting  accommodation 
to  his  landlord/other  parties  concerned  or  actual  mortgage  repayment 
on  his  property  to  his  lending  institution. 


1637  (a)  An  officer  who  is  entitled  to  an  increase  in  allowance  (e.g.  through 

incremental  progression  or  promotion  or  due  to  increase  in  monthly 
mortgage  repayment)  shall  submit  an  Application  for  Adjustment  of 
Allowance  under  the  Home  Financing  Scheme  (TRY/HFS  10)  to  the 
Director  of  Accounting  Services  for  such  an  increase. 

(b)  In  the  event  that  an  officer's  entitlement  to  the  allowance  is  decreased 
for  whatever  reasons,  e.g.  a  decrease  in  the  cost  of  renting 
accommodation  in  Hong  Kong  or  repaying  the  mortgage  loan  on  a 
property,  he  shall,  within  30  days,  report  and  refund  any  overpayment 
of  the  allowance  to  the  Director  of  Accounting  Services.  The 
Director  of  Accounting  Services  shall  be  entitled  to  recover  any 
overpayment  by  deduction  from  the  officer's  salary  or  any  monies  due 
to  him  from  the  Government. 


(c)  The  increased  rate  of  allowance  shall  take  effect  - 

(i)  from  the  date  on  which  an  officer's  entitled  rate  of  allowance 
is  changed;  or 

(ii)  from  the  date  on  which  the  cost  of  renting  accommodation  is 
changed;  or 

(iii)  in  the  case  of  acquired  property,  one  month  before  the 
repayment  due  date  of  the  revised  mortgage  instalment, 

whichever  date  comes  last. 


Amendment  No.  39(13)72007 
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Nov  94 


Aug 

2007 


1637  (d)  The  decreased  rate  of  allowance  shall  take  effect  - 

(Cont’d) 

(i)  from  the  date  on  which  an  officer's  entitled  rate  of  allowance 
is  changed;  or 

(ii)  from  the  date  on  which  the  cost  of  renting  accommodation  is 
changed;  or 

(iii)  in  the  case  of  acquired  property,  one  month  before  the 
repayment  due  date  of  the  revised  mortgage  instalment, 

whichever  date  comes  first. 


1638  The  officer  shall  provide  information/ evidence  on  repayment  of  his  mortgage 

loan  or  cost  of  renting  accommodation  as  and  when  required  by  the  Director 
of  Accounting  Services. 


1639  (a)  An  officer  shall,  within  30  days,  give  notice  to  the  Director  of 

Accounting  Services  in  the  event  of  cessation  of  renting  of 
accommodation,  or  cessation  of  ownership,  mortgage  or  purchase 
agreement  on  a  property  in  respect  of  which  he  is  receiving  an 
allowance.  The  allowance  shall  cease  to  be  payable  in  respect  of  the 
accommodation/property  with  effect  from  the  date  of  such  cessation. 

(b)  If  an  officer  has  ceased  to  rent  an  accommodation,  or  disposed  of  the 
property  or  redeemed  the  mortgage  of  the  property  in  respect  of  which 
he  is  receiving  assistance  under  the  scheme  before  he  rents  another 
accommodation  or  purchases  another  property,  his  allowance  shall  be 
suspended  during  the  break  in  period.  The  break,  limited  to  six 
months,  shall  not  count  towards  the  officer's  120-month  entitlement 
period.  If  the  officer  does  not  submit  a  Formal  Application  for  the 
Home  Financing  Scheme  at  the  expiry  of  the  six  months  period,  he  is 
deemed  to  have  left  the  scheme  and  shall  cease  to  be  eligible  for 
further  assistance  under  the  scheme  unless  he  has  obtained  the  prior 
approval  of  the  Director  of  Accounting  Services  for  an  extension. 


1640  (a)  Where  there  is  part  payment  of  an  allowance  in  a  month  due  to 

whatever  reasons,  the  period  for  which  the  allowance  is  payable  shall 
count  as  part  of  a  month  towards  an  officer's  maximum  entitlement 
period  of  120  months. 


Amendment  No.  39(14)72007 
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1640  (b) 

(Cont’d) 


Where  a  change  in  an  officer's  salary  occurs  on  a  day  other  than  the 
first  day  of  a  month  and  results  in  a  change  in  the  rate  of  the 
allowance,  his  entitlement  to  the  allowance  in  respect  of  that  month 
shall  be  determined  on  a  pro-rata  basis. 


Aug 

2007 


(c)  (i)  An  officer  who  is  granted  no-pay  sick  leave  by  an  approving 

authority  may  continue  to  receive  the  allowance  during  the 
no-pay  sick  leave  period.  His  Head  of  Department  is  required 
to  notify  the  Director  of  Accounting  Services  within  14  days 
of  the  granting  of  such  leave. 

(ii)  An  officer  who  is  granted  no-pay  leave  other  than  as  provided 
in  CSR  1640(c)(i)  above  may  continue  to  receive  the 
allowance  during  the  no-pay  leave  period  subject  to  his 
obtaining  approval  of  the  Director  of  Accounting  Services 
who  shall  consider  each  case  on  individual  merits. 


Aug  1641  An  officer  is  not  allowed  to  suspend  his  allowance  once  he  has  commenced 
2007  to  draw  the  allowance,  save  for  as  provided  in  CSRs  1639(b),  1730(c)  or 

unless  as  otherwise  approved  by  the  Director  of  Accounting  Services. 


1642-  1644 


DOWNPAYMENT  LOAN 


1645 


Aug 

2007 


(a)  An  officer  who  is  eligible  for  assistance  under  the  Home  Financing 
Scheme  and  who  is  holding  an  established  office  and  confirmed  to  the 
permanent  establishment  shall,  in  addition  to  an  allowance,  be 
eligible  for  a  downpayment  loan  under  the  scheme  if  he  is  offered 
appointment  before  1  June  2000  and  has  since  served  continuously 
without  a  break  in  service. 


(b)  An  officer  on  agreement  tenns  of  service  shall  not  be  eligible  for  a 
downpayment  loan  under  the  scheme. 

(c)  If  an  officer  or  his  spouse  has  already  received  a  loan  for  acquiring 
privately-owned  accommodation  under  the  tenns  of  his  or  his 
spouse's  employment  in  the  Government  or  a  publicly-funded 
organisation,  he  shall  not  be  eligible  for  a  downpayment  loan  under 
the  scheme. 


Amendment  No.  39(15)/2007 
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June  95  1646  (a)  The  downpayment  loan  may  be  used  for  reimbursing  the  officer  for 

the  downpayment  he  has  made  towards  the  property  only  if  - 

(i)  the  property  is  acquired  within  the  period  of  the 
approval-in-principle  granted  for  the  officer  to  join  the 
scheme  or  to  change  property;  and 

(ii)  the  Formal  Application  for  the  downpayment  loan  is 
submitted  within  the  same  approval-in-principle  period  as  (i) 
above. 


Aug 

2007 


(b)  In  all  cases  other  than  (a)  above,  the  downpayment  loan  shall  only  be 
used  for  - 


Aug 

2007 


(i)  partial  payment  of  the  outstanding  cost  of  the  property  (i.e. 
cost  of  property  less  any  downpayment  and  deposit  already 
paid)  for  completion  of  the  purchase;  or 

(ii)  reducing  the  outstanding  mortgage  loan  on  the  property. 

(c)  Where  an  officer  applies  for  a  downpayment  loan  under 
CSR  1646(b)(ii)  above  for  reducing  the  outstanding  balance  of  an 
existing  mortgage  loan  on  a  property  which  is  already  acquired  by 
him,  he  may  be  required  by  the  Director  of  Accounting  Services  to 
produce  a  valuation  from  an  approved  lending  institution  or  a 
chartered  surveyor  that  the  current  value  of  the  property  is  no  less 
than  the  outstanding  mortgage  loan  amount.  This  regulation  shall  not 
apply  in  the  case  of  refinancing  of  a  property  on  or  after  the  date  of 
submission  of  an  Initial  Application  for  the  Home  Financing  Scheme. 

(d)  An  officer  who  submits  a  Formal  Application  for  downpayment  loan 
shall  submit  a  Fonnal  Application  for  Home  Financing  Allowance 
within  two  months  of  payment  of  the  loan.  In  the  case  of  an  officer 
who  has  applied  the  loan  for  making  a  downpayment  on  an 
uncompleted  property,  a  Formal  Application  for  Home  Financing 
Allowance  shall  be  submitted  within  one  month  from  the  date  he 
obtains  a  mortgage  loan  on  the  property.  (See  also  CSR  1672(h).) 

(e)  (i)  When  an  officer  first  joins  the  scheme,  the  maximum  amount 

of  the  mortgage  loan  on  his  property  is  the  cost  of  the  property 
reduced  by  the  amount  of  downpayment  loan  and  any  public 
housing  loan  (granted  by  the  Hong  Kong  Housing  Authority 
or  the  Hong  Kong  Housing  Society)  granted  to  him  (see  CSR 
1708).  If  the  property  is  acquired  before  the  date  of  his  Initial 
Application  to  join  the  scheme,  the  maximum  amount  of  the 
mortgage  loan  will  be  further  reduced  by  any  downpayment  or 
instalments  already  made  before  the  date  of  his  Initial 
Application. 


Amendment  No.  39(16)72007 
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1646  (e)  (ii)  When  an  officer  changes  property,  the  maximum  amount  of 

(Cont’d)  the  mortgage  loan  on  his  second  property  is  the  cost  of  the 

second  property  reduced  by  the  amount  of  the  downpayment 
loan  newly  granted  and  sale  proceeds,  if  applicable.  If  the 
second  property  is  acquired  before  the  date  of  his  Initial 
Application  to  change  property,  the  maximum  amount  of  the 
mortgage  loan  will  be  further  reduced  by  any  downpayment  or 
instalments  already  made  before  the  date  of  the  Initial 
Application. 

1647  (a)  Except  as  provided  in  CSR  1647(b)  below,  an  officer  or  a  civil 

servant  couple  shall  be  entitled  to  only  one  downpayment  loan  during 
his  or  their  service  with  the  Government,  irrespective  of  whether  or 
not  such  service  is  broken. 


Aug 
2007 

(i)  his  earned  maximum  commuted  pension  gratuity  at  the  date  of 
submission  of  the  Fonnal  Application  for  the  re-grant  of  the 
loan,  if  the  downpayment  loan  first  granted  to  the  officer  was 
equivalent  to  his  earned  maximum  commuted  pension 
gratuity; 

(ii)  in  cases  other  than  (i)  above, 

20%  of  the  cost  of  the  property,  or  1 8  months  salary  of 
the  officer,  if  the  officer’s  downpayment  loan  was  first 
granted  before  1  November  1994, 

30%  of  the  cost  of  the  property,  or  24  months  salary  of 
the  officer,  if  the  officer’s  downpayment  loan  was  first 
granted  on  or  after  1  November  1994. 

1648  Downpayment  loans  shall  be  paid  in  Hong  Kong  dollars  in  multiples  of 
HK$100  only. 


(b)  On  a  change  of  property,  an  officer  shall  repay  in  full  any  outstanding 
downpayment  loan  on  the  date  he  ceases  to  receive  an  allowance  in 
respect  of  his  existing  property  and  discharge  the  second  charge  of  the 
property  in  accordance  with  CSR  1679.  He  may  apply  for  a  re-grant 
of  the  downpayment  loan  for  the  purchase  of  a  second  property.  The 
amount  of  downpayment  loan  to  be  re-granted  shall  be  the  lesser  of 
the  outstanding  balance  of  the  downpayment  loan  repaid  by  him  or  - 


Amendment  No.  39(17)72007 
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1649 

Dec  98 


(a)  Downpayment  loans  granted  under  the  scheme  shall  be  subject  to  the 
rate  of  interest  as  announced  in  Treasury  Circular  Memoranda  from 
time  to  time. 


Aug 

2007 


(b)  Interests  shall  accrue  from  the  day  following  the  date  on  which  the 
downpayment  loan  is  paid  (see  CSR  1665  below),  up  to  and  including 
the  day  on  which  the  loan  is  fully  settled. 

(c)  Notwithstanding  the  provisions  of  CSR  809(l)(b)(i)  and  (ii)  and 
809(1  )(b)(iv)(C),  an  officer  who  is  granted  a  downpayment  loan  to 
acquire  a  property  is  given  a  grace  period  of  two  months  from  the  date 
of  payment  of  the  downpayment  loan  to  relinquish  his  or  his  spouse’s 
current  form  of  civil  service  housing  benefit  in  kind  (i.e. 
Non-departmental  Quarters,  Departmental  Quarters,  Civil  Service 
Public  Housing  Quota,  and  Civil  Servants’  Co-operative  Building 
Society  and  Government  Built  Housing  Scheme  provided  the  officer 
and  his  spouse  have  not  forfeited  their  eligibility  for  the  scheme)  to 
facilitate  the  purchase  of  property. 


Aug  1650  (a)  An  officer  shall  not  increase  the  outstanding  mortgage  loan  or  obtain 

2007  an  additional  mortgage  loan  or  any  other  facilities  against  the 

property  in  respect  of  which  he  is  receiving  a  downpayment  loan, 
unless  with  the  prior  written  exceptional  approval  of  the  Director  of 
Accounting  Services.  Any  increase  in  the  outstanding  mortgage  loan 
or  additional  mortgage  loan  or  facilities,  if  approved,  shall  be  separate 
from  the  original  mortgage  account  approved  under  the  scheme  and 
shall  not  be  counted  for  claiming  benefits  under  the  scheme. 


(b)  An  officer  may  change  the  monthly  mortgage  repayment  amount  or 
mortgage  repayment  period  of  the  property  for  which  he  is  receiving 
the  downpayment  loan  under  the  scheme  provided  that  the  provision 
in  CSR  1650(a)  is  met. 


(c)  The  officer  shall  provide  information/evidence  on  repayment  of  his 
mortgage  loan  as  and  when  required  by  the  Director  of  Accounting 
Services. 


Amendment  No.  26(  1  )/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


PROOF  OF  APPLICATION  OF  LOAN 

Jan  1651  (a)  An  officer  shall  produce  documentary  proof  to  the  satisfaction  of  the 

2009  Director  of  Accounting  Services  that  the  loan  granted  to  him  under 

the  scheme  has  been  applied  for  the  purpose  of  - 

(i)  making  a  downpayment  on  a  property  which  is  under 
purchase;  or 

(ii)  reducing  the  outstanding  debt  on  a  property  which  is  subject 
to  a  current  mortgage  or  purchase  agreement. 

(b)  Such  documentary  proof  as  required  by  CSR  1651(a)  above, 
including  an  up-to-date  original  of  the  Record  of  Owners  obtainable 
from  the  Land  Registry  incorporating  that  a  second  legal  charge  has 
been  executed  in  favour  of  the  Financial  Secretary  Incorporated,  shall 
be  submitted  within  a  period  of  three  months  from  the  date  of 
payment  of  the  loan.  Extension  beyond  the  specified  time  limit  may 
be  approved  by  the  Director  of  Accounting  Services  who  shall 
consider  each  case  on  its  merits. 

(c)  If  an  officer  cannot  provide  satisfactory  documentary  proof  required 
under  CSR  1651(a)  above  within  the  approved  time  limit,  he  shall 
repay  the  loan  in  full,  or  that  part  of  the  loan  the  application  of  which 
cannot  be  substantiated,  on  the  expiry  date  for  submission  of  such 
proof.  If  the  outstanding  loan  is  not  so  repaid  as  required,  a  higher 
interest  rate  shall  be  charged  on  the  outstanding  balance  of  the  loan 
from  the  day  following  the  expiry  date,  unless  the  officer  has  been 
notified  otherwise  in  writing  by  the  Director  of  Accounting  Services. 
The  manner  in  which  the  higher  interest  rate  is  determined,  and  in 
which  the  outstanding  loan  is  recovered  from  any  monies  due  to  the 
officer  from  the  Government,  shall  be  the  same  as  that  provided  in 
CSR  1673  below  (see  also  CSR  1672(k)). 

1652-1654 


Amendment  No.  26(2)/2008 
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SECOND  LEGAL  CHARGE 

1655  An  officer  applying  for  a  downpayment  loan  shall  only  obtain  a  mortgage 
loan  from  an  approved  lending  institution.  He  should  ensure  that  the  first 
charge  on  the  property  does  not  contain  an  "All  Monies"  clause  or  clauses  of 
Jan  a  similar  effect.  The  approved  lending  institutions  are  listed  in  Treasury 

2002  Circular  Memoranda  issued  from  time  to  time. 


Nov  94  1656  (a)  An  officer  granted  a  downpayment  loan  for  acquiring  or  refinancing  a 

property  shall  appoint  a  solicitor  to  execute  and  register  a  second 
charge  on  behalf  of  himself  and  the  Financial  Secretary  Incorporated, 
at  his  expense,  on  that  property  - 

(i)  in  the  case  of  a  completed  property,  the  second  charge  shall  be 
a  second  legal  charge;  and 

(ii)  in  the  case  of  an  uncompleted  property,  the  second  charge 
shall  be  a  second  equitable  mortgage  which  shall  be  replaced 
by  a  second  legal  charge  after  the  Occupation  Permit  and/or 
the  Certificate  of  Compliance  is  issued. 


(b)  The  officer  shall  notify  the  Director  of  Accounting  Services  in  writing 
of  - 

(i)  the  name  and  address  of  the  solicitor  appointed  by  him  to 
execute  and  register  a  second  charge;  and 

(ii)  the  scheduled  date  of  execution  of  the  second  charge. 


Such  notice  shall  reach  the  Director  of  Accounting  Services  at  least 
June  2 1  calendar  days  before  the  scheduled  date  of  execution  of  the  second 

2006  charge. 


Jan 

2009 


(c)  The  officer  shall  instruct  his  solicitor  to  act  for  the  Financial  Secretary 
Incorporated  and  act  on  the  instructions  of  the  Director  of  Accounting 
Services  on  matters  relating  to  execution  and  registration  of  the 
second  charge  and  disbursement  of  the  downpayment  loan.  The 
officer  shall  ensure,  among  other  things,  that  the  registration  of  the 
second  legal  charge  against  the  property  in  favour  of  the  Financial 
Secretary  Incorporated  for  the  downpayment  loan  granted  shall  be 
completed  with  the  Land  Registry  within  one  month  from  the  date  of 
execution. 


1657-1664 
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PAYMENT  OF  DOWNPAYMENT  LOAN 


Nov  94  1665 


Jan 

2009 


(a)  Payment  of  downpayment  loan  shall  be  effected  by  remittance  of  the 
loan  to  the  officer’s  solicitor  on  the  scheduled  date  of  execution  of  the 
second  charge  as  notified  by  the  officer  to  the  Director  of  Accounting 
Services  under  CSR  1656  above.  Other  than  the  circumstances  in 
CSR  1665(b)  below,  the  loan  shall  be  deemed  to  have  been  paid  to  the 
officer  on  the  scheduled  date  of  remittance  irrespective  of  whether  the 
second  charge  is  executed  on  that  day  and  interest  on  the  loan  shall 
start  to  accrue  (see  CSR  1649(b)  above). 

(b)  In  the  event  that  the  execution  of  the  second  charge  is  postponed,  the 
officer  shall  give  at  least  7  days  advance  notice  to  the  Director  of 
Accounting  Services  who  will  defer  payment  of  the  downpayment 
loan  to  the  revised  date  for  the  execution  of  the  second  charge. 
Without  such  notice,  the  date  of  remittance  of  the  loan  to  the  officer's 
solicitor  shall  be  taken  as  the  date  of  payment  of  the  loan  to  the 
officer.  (See  CSRs  1649(b)  and  1665(a)  above). 

(c)  If  the  second  charge  has  not  been  executed  and  the  officer  does  not 
provide  a  revised  date  for  the  execution,  or  if  the  revised  date  for  the 
execution  of  the  charge  is  more  than  14  days  from  the  original  date, 
the  loan  will  be  withdrawn  from  the  solicitor  (see  also  CSR  1672(1)). 
The  loan  will  be  remitted  to  him  again  normally  on  the  working  day 
(excluding  Saturday)  before  the  revised  date,  if  any. 


1666-1669 


REPAYMENT  OF  DOWNPAYMENT  LOAN 


Nov  94  1670 


Aug 

2007 


(a)  Repayment  of  downpayment  loan  shall  be  effected  by  monthly 
deductions  from  an  officer's  salary  through  the  Treasury  payroll. 

(b)  The  loan  shall  be  repayable  by  equal  monthly  instalments  of  principal 
and  interest,  calculated  on  an  annuity  basis,  over  a  maximum  period 
of  10  years,  or  until  the  officer's  statutory  age  of  retirement 
(applicable  to  him  at  the  date  of  submission  of  a  Fonnal  Application 
for  downpayment  loan  (TRY/HFS  3)),  whichever  final  repayment 
due  date  occurs  first.  If  the  officer  leaves  the  service  before  full 
settlement  of  the  loan,  any  outstanding  loan  shall  be  recovered  in  full 
from  his  commuted  pension  gratuity,  death  gratuity,  salary  or  any 
monies  due  to  him  or  his  estate  from  the  Government,  by  the  date  as 
provided  in  CSR  1672  below. 

(c)  An  officer  who  - 

(i)  at  the  date  of  submission  of  Formal  Application  for 
downpayment  loan  is  within  10  years  of  his  statutory  age  of 
retirement,  and  has  at  least  10  years'  continuous  service  which 
qualifies  him  for  a  pension;  and 


Amendment  No.  26(4)/2008 
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1670  (c) 

(Cont’d) 


(ii)  applies  for  a  downpayment  loan  not  exceeding  the  maximum 
commuted  pension  gratuity  which  he  would  have  earned  had 
he  retired  at  the  date  of  submission  of  the  application;  and 


(iii)  has  not  yet  commenced  to  repay  the  loan  by  the  method  set  out 

in  CSR  1670(b)  above, 


may  apply  to  repay  the  loan  by  monthly  instalments  of  only  the 
interest  on  the  loan,  with  repayment  of  the  principal  to  be  recovered  in 
full,  under  the  circumstances  provided  in  CSR  1672  below. 


Nov  94  1671  An  officer  who  has  commenced  to  repay  the  loan  by  the  method  under 

CSR  1670(c)  above,  may  subsequently  apply  to  the  Director  of  Accounting 
Services  to  change  the  repayment  method  to  that  under  CSR  1670(b)  above. 
Applications  for  change  of  repayment  method  from  CSR  1670(b)  to  (c)  may 
be  approved  by  the  Director  of  Accounting  Services  only  under  exceptional 
circumstances. 


Nov  94  1672  Any  outstanding  loan  due  from  an  officer  shall  be  repayable  in  full  - 


June  95 


(a)  on  the  last  day  of  duty  before  leaving  the  service,  or  before 
proceeding  on  leave  prior  to  leaving  the  service,  except  where  he  is 
retiring  from  the  service  when  his  outstanding  loan  will  be  recovered 
from  his  commuted  pension  gratuity  on  the  date  of  his  retirement  or  as 
notified  in  writing  by  the  Director  of  Accounting  Services;  or 

(b)  on  the  day  of  commencement  of  deduction  of  salary  under  CSR  610, 
except  with  the  approval  of  the  Director  of  Accounting  Services;  or 

(c)  on  the  day  he  ceases  to  repay  the  loan  without  the  prior  agreement  of 
the  Director  of  Accounting  Services;  or 

(d)  on  the  day  he  ceases  to  be  eligible  for  the  loan  or  withdraws  from  the 
scheme  for  whatever  reason;  or 

(e)  on  the  last  day  of  duty  before  proceeding  on  no-pay  leave,  except 
no-pay  leave  of  less  than  60  days,  or  no-pay  sick  leave;  or 

(f)  on  a  change  of  property;  or 

(g)  on  the  day  of  cessation  of  ownership  or  purchase  agreement  on  a 
property  in  respect  of  which  the  loan  was  granted;  or 
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Jan 

2009 


1672  (h)  on  the  expiry  date  of  the  period  specified  for  submission  of  an 

(Cont’d)  application  for  Home  Financing  Allowance  under  CSR  1646(d);  or 


(i)  on  the  day  of  his  death,  by  deduction  from  his  death  gratuity;  or 

(j)  if  the  officer  is  convicted  of  a  criminal  offence  for  which  he  may  be 
liable  to  dismissal  from  the  service;  or 

(k)  on  the  expiry  date  for  submission  of  proof  of  application  of  the  loan 
(see  CSR  1651);  or 

(l)  on  the  15  th  day  from  the  date  of  payment  of  the  loan  in  the  case  where 
a  second  charge  has  not  been  executed  on  the  scheduled  date  or 
revised  scheduled  date  or  where  the  loan  is  to  be  withdrawn  (see 
CSR  1665  above), 

whichever  date  comes  first. 


Nov  1673 
2009 


Nov  94  1674 


Nov  94  1675 


(a)  If  the  outstanding  loan  is  not  so  repaid  as  required  under  CSR  1672 
above,  an  interest  rate  of  2%  per  annum  above  the  average  best 
lending  rate  of  note-issuing  banks  shall  be  charged  on  the  outstanding 
balance  of  the  loan  as  from  the  day  following  the  repayment  due  date, 
unless  the  Director  of  Accounting  Services  has  agreed  to  waive  or 
reduce  this  penalty  charge  in  writing. 

(b)  The  Director  of  Accounting  Services  is  entitled  to  recover  the 
outstanding  balance  of  the  loan  together  with  interest  as  accrued,  from 
any  monies  due  for  whatever  reason  to  the  officer  or  his  estate  from 
the  Government. 

(c)  An  officer  who  fails  to  repay  in  full  the  outstanding  loan  under 
CSRs  1672  and  1673(a)  and  (b)  above  may  render  himself  liable  to 
legal  action  being  taken  against  him  without  notice. 

(a)  An  officer  may  repay  the  whole  or  part  of  his  outstanding  loan  at  any 
time  subject  to  any  partial  repayment  being  not  less  than  the  sum  of 
TEN  THOUSAND  HONG  KONG  DOLLARS  (HK$  10,000). 

(b)  Partial  loan  repayment  under  CSR  1674(a)  above  shall  be  regarded  as 
having  been  made  on  the  last  day  of  the  month  in  which  the  partial 
repayment  is  made,  i.e.  interest  on  the  outstanding  loan  prior  to  each 
partial  loan  repayment  shall  be  calculated  up  to  the  end  of  the  month 
in  which  the  partial  repayment  is  made. 

If  repayment  deductions  from  an  officer's  salary  cannot  be  effected  in  a  month 
on  account  of  no-pay  leave  or  other  reasons,  or  where  the  monthly  repayment 
is  insufficient  to  cover  the  interest  element  on  the  loan  for  any  reasons,  the 
interest  payable  or  the  balance  of  interest  payable  for  the  month  shall  become 
part  of  the  outstanding  loan  for  which  interests  will  be  chargeable  unless  the 
officer  makes  alternative  arrangements  with,  and  acceptable  to,  the  Director 
of  Accounting  Services  to  settle  the  repayment  on  or  before  the  last  day  of  the 
month  in  question. 


Amendment  No.  35/2009 
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2007 


In  the  event  of  a  change  in  interest  rate,  the  Director  of  Accounting  Services 
will  send  a  "Notice  of  Change  of  Interest  Rate"  to  advise  officers  in  receipt  of 
the  loan  of  the  new  repayment  terms.  As  a  default  arrangement,  the  Director 
of  Accounting  Services  lengthens  the  loan  repayment  period  when  interest 
rate  increases  and  reduces  the  monthly  repayment  amount  when  interest  rate 
decreases  for  existing  loan  recipients.  When  an  officer  first  applies  for  the 
loan,  he  may  on  a  one-off  basis,  opt  for  other  repayment  arrangements  as  set 
out  in  the  Formal  Application  for  Home  Financing  Scheme  (TRY/HFS  3). 
This  option  will  be  regarded  as  final  and  will  then  be  taken  as  a  standing 
instruction.  The  officer  may  write  to  the  Director  of  Accounting  Services  to 
request  a  change  in  instruction  with  full  justification.  The  Director  of 
Accounting  Services  may  then  effect  such  revised  instruction  at  the  next 
interest  rate  adjustment  if  he  considers  that  the  justification  warrants  such  a 
change. 


Nov  94  1677  An  officer  may  increase  his  monthly  repayment  of  the  loan  granted  under  the 

scheme  by  giving  one  month's  advance  notice  to  the  Director  of  Accounting 
Services. 

Nov  94  1678  Except  as  provided  in  CSRs  1674,  1676  and  1677  above  and  any  change  in 

repayment  method  as  approved  by  the  Director  of  Accounting  Services,  an 
officer  may  not  vary  his  repayment  terms  of  the  loan  granted  under  the 
scheme. 


1679  An  officer  shall  arrange,  at  his  expense,  to  discharge  the  second  charge 
within  three  months  the  downpayment  loan  is  fully  repaid.  He  shall  notify 
the  Director  of  Accounting  Services  in  writing  the  discharge  arrangements  at 
least  14  days  before  the  proposed  date  of  discharge. 


1680-1683 


THE  PROPERTY 

Nov  94  1684  An  officer  may  apply  for  a  downpayment  loan  and  an  allowance  under  the 

Home  Financing  Scheme  to  acquire  a  residential  land  property  in  Hong  Kong 
which  is  subject  to  a  current  mortgage  or  other  similar  purchase 
arrangements  acceptable  to  the  Director  of  Accounting  Services. 


Amendment  No.  39(23)/2007 
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1685  An  officer  may  apply  for  assistance  under  the  scheme  to  acquire  a  flat  under 
the  Home  Ownership  Scheme  or  the  Home  Purchase  Loan  Scheme  or  the 
Tenant  Purchase  Scheme  or  the  Buy-or-Rent  Option  or  the  Home 
Assistance  Loan  Scheme  or  the  Sandwich  Class  Housing  Scheme  or  the 
Home  Starter  Loan  Scheme  or  the  Sandwich  Class  Housing  Loan  Scheme 
or  the  My  Home  Purchase  Plan  or  the  Subsidised  Sale  Flat  Scheme  or  the 
Subsidised  Sale  Flats  Project  or  the  Green  Form  Subsidised  Home 
Feb  Ownership  Pilot  Scheme  or  the  Green  Form  Subsidised  Home  Ownership 

2019  Scheme  or  the  Starter  Homes  Pilot  Project  for  Hong  Kong  Residents,  which 

is  not  acquired  through  the  Civil  Service  Public  Housing  Quota 
arrangement. 

Nov  94  1686  An  officer  may  apply  for  assistance  under  the  scheme  in  respect  of  a 

property  of  which  - 

(a)  he  is  the  sole  registered  owner  or  the  prospective  purchaser;  or 

(b)  he  is  a  registered  or  prospective  co-owner  of  a  property,  either  as  a 
joint  tenant  or  tenant  in  common. 

APPLICATION  PROCEDURES 
Initial  Application  and  Formal  Application 

1687  (1)  An  officer  who  meets  the  eligibility  criteria  under  CSR  1602  above 

may  submit  an  Initial  Application  for  the  Home  Financing  Scheme 
Dec  98  (TRY/HFS  2)  together  with  an  Option  Form  for  the  Home  Financing 

Scheme  (TRY/HFS  1)  if  he  was  offered  appointment  before 
1  October  1990  (a  copy  of  the  Form  should  be  submitted  if  the 
officer  has  already  opted  for  entitlement  under  the  scheme),  via  his 
Head  of  Department  to  the  Director  of  Accounting  Services. 

(2)  Approval-in-principle  to  join/re-join  the  scheme  or  change  property 
under  the  scheme  will  normally  be  given  within  three  weeks  from 
the  date  of  receipt  of  the  Initial  Application  by  the  Director  of 
Accounting  Services. 

(3)  A  recipient  of  an  approval-in-principle  shall  submit  a  Formal 

Dec  98  Application  for  the  Home  Financing  Scheme  (TRY/HFS  3),  an 

Option  Form  for  the  Home  Financing  Scheme  (if  applicable  and  if 
such  has  not  been  submitted)  together  with  the  following  documents, 
via  his  Head  of  Department  to  the  Director  of  Accounting  Services 
within  12  months  from  the  date  of  the  approval-in-principle  - 

(a)  in  the  case  of  rented  accommodation  - 

a  copy  of  the  stamped  tenancy  agreement  showing  the 
officer  as  the  tenant;  and 


Aug 

2007 
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1687  (3)  (a) 

(Cont’d) 


a  set  of  original  and  self-certified  receipts  for  the  first 
month  of  payment  of  the  allowance  (see  CSR  1630(e) 
above);  or 


June  95 


Aug 

2007 


(b)  in  the  case  of  acquired  property  - 

a  Formal  Application  for  a  downpayment  loan  where 
applicable; 

a  copy  of  the  sale  and  purchase  agreement  for  a  newly 
purchased  property  or  property  under  purchase  to  be 
followed  by  a  Record  of  Owners  issued  by  the  Land 
Registry  after  the  purchase  is  completed;  or 

a  copy  of  the  Record  of  Owners  for  a  property  already 
acquired;  and 

document  from  a  lending  institution  showing  the 
mortgage  repayment  terms. 

(c)  In  submitting  a  Formal  Application  for  the  Home  Financing 
Scheme,  an  officer  shall  declare  and  submit  documentary 
evidence  showing  the  period  of  housing  assistance  already 
received  by  him  and/or  his  spouse  during  his  and/or  his 
spouse's  employment  in  the  Government  or  a  publicly-funded 
organisation,  if  applicable.  (See  CSR  1632  above.) 

(4)  Fonnal  approval  to  join  the  scheme  will  normally  be  given  within 
three  weeks  from  the  date  of  receipt  of  the  Formal  Application.  If  a 
Fonnal  Application  is  not  received  by  the  Director  of  Accounting 
Services  within  the  12-month  time  limit,  the  approval-in-principle 
shall  lapse  automatically.  The  officer  will  have  to  submit  another 
Initial  Application  for  the  Home  Financing  Scheme  if  he  wants  to  join 
the  scheme  later. 


(5)  An  officer  may  submit  an  Option  Form  together  with  both  an  Initial 
Application  and  a  Formal  Application  supported  by  the  requisite 
documentary  evidence  as  required  in  CSR  1687(3)  above  at  the  same 
time.  Formal  approval  will  normally  be  given  within  three  weeks 
from  the  date  of  receipt  of  these  applications. 

(6)  If  an  officer  uses  the  allowance  to  rent  an  accommodation  initially 
and  acquire  a  property  afterwards,  he  is  required  to  submit  a  fresh 
Fonnal  Application  in  respect  of  the  acquired  property  or  the  property 
under  purchase. 
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Posting/T raining  Outside  Hong  Kong 


1688 

(1) 

An  officer  posted  to  work  in  an  office  outside  Hong  Kong  may  apply 
for  assistance  under  the  scheme. 

(2) 

An  officer  on  training  in  places  outside  Hong  Kong  may  apply  for 
assistance  under  the  scheme  under  CSR  1008.  The  assistance  will  be 
granted  in  the  form  of  housing  loans. 

CHANGE  OF  TITLESHIP 

1689  An  officer  must  obtain  prior  approval  in  writing  from  the  Director  of 
Accounting  Services  before  he  effects  any  change  to  the  title  of  a  property  in 
respect  of  which  he  is  receiving  an  allowance  or  a  downpayment  loan  under 
the  scheme.  He  shall  report  to  the  Director  of  Accounting  Services  within 
30  days  after  the  actual  change  of  titleship. 


CO-OWNERSHIP  OF  PROPERTY/CO-RENTING  OF  ACCOMMODATION 

1690  (a)  An  officer  eligible  for  the  scheme  may  apply  to  rent  an 

accommodation  or  purchase  a  residential  property  with  not  more  than 
two  other  individuals. 

(b)  If  an  officer  co-owns  a  property  under  the  scheme  with  any  person 
other  than  his  spouse  - 

(i)  the  amount  of  downpayment  loan  drawn  by  the  officer  shall 
not  exceed  his  maximum  entitlement  provided  in 
CSR  1610(l)(b)  above  and  the  cost  of  the  property  shall  be 
based  on  his  share  of  the  property  as  shown  in  the  title  deed; 

(ii)  the  cost  of  mortgage  repayment  is  deemed  to  be  shared  by  the 
officer  and  the  co-owners  on  the  basis  of  their  share  of  the 
property  as  shown  in  the  title  deed.  The  officer's  entitlement 
to  the  Home  Financing  Allowance  rates  shall  be  determined 
on  the  same  basis. 

(c)  If  an  officer  rents  an  accommodation  with  any  person  other  than  his 
spouse,  the  cost  of  renting  accommodation  shall  be  deemed  to  be 
equally  shared  by  the  co-tenants. 

1691-1695 
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LIVE-IN  REQUIREMENT 

1696  An  officer  who  is  receiving  a  Home  Financing  Allowance  and/or  a 
downpayment  loan  shall  comply  with  the  live-in  requirement  set  out  in 
CSR  809(7). 


1697-1704 


FORFEITURE  OF  HOUSING  BENEFITS 


1705  (1)  An  officer  who  commences  to  receive  a  Home  Financing  Allowance 

shall  immediately  and  irrevocably  forfeit  his  eligibility  for  all  other 
civil  service  housing  benefits  and  civil  service  housing-related 
benefits. 


(2)  An  officer  who  has  been  granted  a  loan  under  the  scheme  shall 
immediately  and  irrevocably  forfeit  his  eligibility  for  the  Housing 
Loan  Scheme,  and  non-home  purchase  civil  service  housing  benefits 
as  detailed  in  CSR  809(l)(b)(vi). 

(3)  An  officer  offered  appointment  before  1  October  1990  who  opts  for 
entitlement  under  the  scheme  is  also  subject  to  the  provisions  of 
CSRs  1607  -  1609  on  forfeiture  of  civil  service  housing  benefits  and 
civil  service  housing-related  benefits. 


1706  (a)  If  an  officer  is  married  and  his  spouse  is  employed  by  the  Government 

or  a  publicly-funded  organisation  when  he  receives  a  downpayment 
loan  (except  where  his  spouse  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e), 
(f)(i),  (f)(ii)  and  (f)(iv)),  his  spouse  shall  also  forfeit  eligibility  for  the 
Housing  Loan  Scheme,  and  non-home  purchase  civil  service  housing 
benefits  as  detailed  in  CSR  809(l)(b)(vi). 

(b)  If  an  officer  is  married  and  his  spouse  is  employed  by  the  Government 

or  a  publicly-funded  organisation  when  he  receives  an  allowance 
(except  where  his  spouse  meets  the  eligibility  criteria  for  the 
Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e), 
(f)(i),  (f)(ii)  and  (f)(iv)),  his  spouse  shall  also  forfeit  the  eligibility  for 
all  other  civil  service  housing  benefits  and  civil  service 
housing-related  benefits  as  set  out  in  CSR  809(6). 


Amendment  No.  28(1  )/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Nov  94  1707  (a)  An  officer  who  has  commenced  to  receive  an  allowance  before 

leaving  the  Government  service  and  subsequently  rejoins  the  service 
shall  be  subject  to  the  following  conditions  on  re-joining  the  scheme  - 


Aug 

2007 


Aug 

2007 


(i)  he  may  apply  to  re-join  the  Home  Financing  Scheme 
according  to  the  application  procedures  set  out  in  CSR  1687  if 
he  meets  the  eligibility  criteria  under  CSRs  1602-1604  above 
on  re-appointment,  but  he  will  not  be  eligible  for  any  other 
civil  service  housing  benefits  and  civil  service  housing-related 
benefits; 

(ii)  if  he  has  not  previously  received  a  downpayment  loan,  he  may 
apply  for  such  a  loan  if  he  is  eligible  under  CSR  1645  above; 

(iii)  if  he  has  previously  received  an  allowance  for  less  than  an 
aggregate  of  120  months,  he  may  apply  to  receive  the 
allowance  for  the  balance  of  his  120-month  maximum 
entitlement  period  provided  that  he  has  not  yet  forfeited  his 
eligibility  for  further  assistance  under  the  scheme  (e.g.  by 
redeeming  his  mortgage  before  the  expiry  of  his  entitlement 
without  changing  to  another  property  within  the  specified 
period;  see  also  CSR  1632); 

(iv)  he  shall  receive  an  allowance  from  the  same  scale  of  rates  as 
applicable  to  him  before  he  left  the  service;  and 

(v)  if  he  has  previously  received  an  allowance  for  an  aggregate  of 
120  months,  he  shall  not  be  eligible  for  any  allowance  under 
the  scheme. 


(b)  The  provisions  of  CSR  1707(a)  above  will  also  apply  to  an  officer  on 

re-appointment  to  the  service  if  his  spouse  has  commenced  to  receive 
an  allowance  during  his  previous  service  with  the  Government  or  a 
Jan  publicly-funded  organisation  (except  where  he  met  the  eligibility 

2009  criteria  for  the  Non-accountable  Cash  Allowance  under 

CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)  during  the  same 
period). 


Amendment  No.  28(2)/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 

Aug  1708  An  officer  shall  not  be  eligible  to  receive  an  allowance  and/or  a 
2007  downpayment  loan  for  as  long  as  he  or  his  spouse  is  receiving  any  public 

housing  benefits  (see  CSR  809(l)(b)(v)).  Exceptions  to  this  rule  are  set 
out  below  - 

(a)  he  will  be  using  the  allowance  and  the  downpayment  loan  (if  any)  to 

finance  a  flat  under  the  Home  Ownership  Scheme  or  the  Sandwich 
Class  Housing  Scheme  or  the  Tenant  Purchase  Scheme  or  the 
Buy-or-Rent  Option  or  the  My  Home  Purchase  Plan  or  the 
Subsidised  Sale  Flat  Scheme  or  the  Subsidised  Sale  Flats  Project  or 
the  Green  Form  Subsidised  Home  Ownership  Pilot  Scheme  or  the 
Green  Form  Subsidised  Home  Ownership  Scheme  or  the  Starter 

Homes  Pilot  Project  for  Hong  Kong  Residents  or  the  Secondary 

Market  Scheme  which  is  still  subject  to  resale  restriction  and  is  not 
acquired  through  the  Civil  Service  Public  Housing  Quota 

arrangement;  or 

(b)  he  will  be  using  the  allowance  and  the  downpayment  loan  (if  any)  to 

finance  a  flat  with  monthly  subsidy  and/or  outstanding  loan  under 
the  Mortgage  Subsidy  Scheme,  the  Buy-or-Rent  Option,  the  Home 
Purchase  Foan  Scheme  or  the  Home  Assistance  Foan  Scheme 
administered  by  the  Hong  Kong  Housing  Authority,  which  is  not 
acquired  through  the  Civil  Service  Public  Housing  Quota 

arrangement.  In  that  case,  the  total  allowance  received  by  the 
officer  including  the  monthly  subsidy  should  not  exceed  the  monthly 
mortgage  repayment  for  the  property.  If  a  downpayment  loan  is 
involved,  the  total  amount  of  the  downpayment  loan,  Home 
Purchase  Foan  or  Home  Assistance  Foan  and  any  mortgage  loan 
from  the  lending  institutions  should  not  exceed  the  cost  of  that 
property;  or 

(c)  he  will  be  using  the  allowance  and  the  downpayment  loan  (if  any)  to 
finance  a  flat  with  outstanding  loan  under  the  Sandwich  Class 
Housing  Foan  Scheme  or  the  Home  Starter  Foan  Scheme 
administered  by  the  Hong  Kong  Housing  Society.  If  a 
downpayment  loan  is  involved,  the  total  amount  of  the 
downpayment  loan,  Sandwich  Class  Housing  Foan  or  Home  Starter 
Foan  and  any  mortgage  loan  from  the  lending  institutions  should  not 
exceed  the  cost  of  that  property;  or 

(d)  his  spouse  is  a  recruit  offered  appointment  on  or  after  1  June  2000 
and  is  exempted  from  relinquishing  her  public  housing  benefits 
while  receiving  the  Non-accountable  Cash  Allowance  under 
CSRs  2007-2020.  However,  his  spouse  should  consult  the  Hong 
Kong  Housing  Authority  or  the  Hong  Kong  Housing  Society  or  the 
Hong  Kong  Settlers’  Housing  Corporation  or  the  Urban  Renewal 
Authority  (as  appropriate)  on  her  eligibility  for  retaining  the  public 
housing  benefits  according  to  the  terms  and  conditions  governing 
such  provision  after  her  marrying  with  the  officer  and  living  with  the 
officer  in  the  property  under  the  scheme.  His  spouse  shall  have  to 
relinquish  her  public  housing  benefit  when  she  ceases  to  receive  the 
Non-accountable  Cash  Allowance  under  CSRs  2007-2020. 


Jan 

2016 


Feb 

2019 


Amendment  No.  4/2019 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Nov  94 


Aug 

2007 


Aug 

2007 


1709-1714 


MARRIED  OFFICERS 

1715  (a)  For  civil  servant  couples  (including  separated  officers)  who  are 

eligible  for  the  Home  Financing  Scheme  in  their  own  right,  either 
spouse  may  apply  for  the  scheme.  Under  no  circumstances  shall  both 
spouses  receive  assistance  under  the  scheme  concurrently. 

(b)  An  officer  receiving  assistance  under  the  scheme  may  apply  to 
transfer  such  assistance  to  his  spouse  on  the  following  conditions  - 

(i)  where  a  downpayment  loan  has  already  been  granted  to  the 
officer,  no  further  loan  under  the  scheme  shall  be  granted  to 
his  spouse; 

(ii)  transfer  of  downpayment  loan  from  the  officer  to  his  spouse 
shall  be  subject  to  his  spouse  being  eligible  for  the  loan  under 
CSR  1645  above; 

(iii)  the  spouse  shall  receive  an  allowance  from  the  same  scale  of 
rates  as  applicable  to  the  officer  immediately  before  the 
transfer  if  she  has  never  received  the  allowance  in  her  own 
right  or  if  the  officer  has  changed  property  under  CSR  1611 
after  their  marriage.  However,  if  the  spouse  has  received  the 
allowance  in  her  own  right  before  this  transfer  and  the  officer 
has  not  changed  property  under  CSR  1611  after  their 
marriage,  she  shall  receive  allowance  from  the  scale  prevailed 
when  she  commenced  to  draw  the  allowance; 

(iv)  the  total  period  of  allowance  received  by  the  officer  and  his 
spouse  shall  not  together  exceed  an  aggregate  of  120  months 
counting  from  the  commencement  date  of  payment  of  the 
allowance  to  the  officer  or  his  spouse,  whichever  date  is  the 
earlier  (see  also  CSR  1632); 

(v)  the  spouse  shall  continue  to  comply  with  the  sale  proceeds 
conditions  on  changing  properties  if  the  officer  has 
commenced  to  receive  an  allowance  at  the  revised  rates  under 
CSR  1611(1)  or  opted  to  reserve  his  right  for  the  revised  rates 
under  CSR  161 1(3)  above  before  the  transfer;  and 


Amendment  No.  39(30)/2007 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


1715  (b) 

Aug  (Cont’d) 

2007 


(vi)  the  officer  or  his  spouse  shall  not  increase  the  outstanding 
mortgage  loan  or  obtain  an  additional  mortgage  loan  or  any 
other  facilities  against  the  property  under  the  scheme  upon 
transfer  of  such  assistance,  unless  with  the  prior  written 
exceptional  approval  of  the  Director  of  Accounting  Services. 
Any  increase  in  outstanding  mortgage  loan  or  additional  loan 
or  facilities,  if  approved,  shall  be  separate  from  the  original 
mortgage  account  approved  under  the  scheme  and  shall  not  be 
counted  for  claiming  housing  benefits  under  the  scheme. 


1716-1719 


CHANGE  IN  MARITAL  STATUS/SPOUSE’S  JOINING  GOVERNMENT 

1720  An  officer  in  receipt  of  assistance  under  the  Home  Financing  Scheme  shall, 
Aug  within  60  days,  report  to  the  Director  of  Accounting  Services  any  change  in 

2007  his  marital  status  (see  CSR  809(4)). 


1721 


Jan 

2009 


(a)  An  officer  receiving  assistance  under  the  scheme  or  having  opted  for 
the  scheme  shall,  within  60  days  of  his  marriage,  make  an  option  in 
accordance  with  CSR  809(2),  except  where  his  spouse  meets  the 
eligibility  criteria  for  the  Non-accountable  Cash  Allowance  under 
CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)  (see  also 
CSR  2010). 


Aug  (b)  If  the  option  is  not  made  within  the  time  limit  upon  marriage,  with 

2007  effect  from  the  day  following  the  expiry  date  of  the  option  period,  the 

officer  shall  be  deemed  to  have  opted  to  continue  to  be  provided  with 
assistance  under  the  scheme  with  effect  from  the  date  of  marriage.  If 
the  spouse  is  employed  by  the  Government  or  a  publicly-funded 
organisation,  the  spouse  shall,  with  effect  from  the  same  date,  be 
deemed  to  have  forfeited  any  housing  benefits  that  may  be  provided 
under  the  terms  of  his  employment  with  the  Government. 


Aug  (c)  If  a  civil  servant  couple  who  are  both  receiving  housing  benefits 

2007  (either  one  or  both  of  them  is/are  receiving  assistance  under  the 

scheme  or  has/have  opted  for  the  scheme)  before  marriage  fail  to 
make  the  option  on  the  expiry  of  the  option  period  upon  marriage, 
whoever  of  the  two  commenced  to  receive  housing  benefit/has  opted 
for  the  scheme  earlier  shall  be  deemed  to  have  opted  to  continue  to 
receive  such  benefit  for  the  couple  upon  marriage. 


Amendment  No.  29(l)/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


1722  Where  an  officer’s  spouse  joins  the  service  after  the  officer  has  opted  for  the 
scheme  or  while  the  officer  is  receiving  assistance  under  the  scheme,  the 
officer  shall,  within  60  days  from  the  date  his  spouse  enters  service,  report  to 
the  Director  of  Accounting  Services  and  opt  for  either  himself  or  his  spouse 
to  receive  civil  service  housing  benefits/civil  service  housing-related 
benefits,  in  accordance  with  the  terms  set  out  in  CSR  1721  above  (see 
Jan  CSR  809(2)),  except  where  his  spouse  meets  the  eligibility  criteria  for  the 

2009  Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i), 

(f)(ii)  and  (f)(iv)  (see  also  CSR  2010). 


Nov  94  1723 


For  civil  servant  couples  who  are  divorced  during  the  period  when  they  are 
receiving  assistance  under  the  scheme  - 


Aug 

2007 


(a)  both  officers,  if  eligible  for  the  scheme  in  their  own  right,  may  apply 
to  receive  separately  an  allowance  for  the  remainder  of  their 
120-month  maximum  entitlement  period  (see  CSR  1 7 1 5(b)(iii)  for  the 
scale  of  rates  applicable  to  the  officer  who  is  not  receiving  the 
allowance  in  his  own  right  immediately  before  the  divorce);  and 

(b)  any  outstanding  downpayment  loan  shall  continue  to  be  repayable  by 
the  officer  responsible  for  the  loan  repayment  immediately  before  the 
divorce,  unless  alternative  repayment  arrangements  acceptable  to  the 
Director  of  Accounting  Services  are  made.  The  other  officer,  if 
eligible,  may  apply  for  a  downpayment  loan  in  his  own  right.  The 
amount  to  be  granted  shall  not  exceed  an  officer's  entitlement  under 
CSR  1610  above  or  the  outstanding  balance  of  the  loan  immediately 
before  the  divorce,  whichever  is  the  lesser. 


Nov  94  1724  If  an  officer,  after  joining  the  scheme,  co-owns  the  property  or  rents  an 

accommodation  under  changed  circumstances  with  a  person  who  is  not  his 
spouse,  he  shall  only  receive  an  allowance  as  detennined  in  the  manner  set 
out  in  CSR  1690(b)  above  and  he  shall  repay  any  overpayment  to  the 
Government. 


1725-1729 


Amendment  No.  29(2)/2008 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


CHANGE  OF  PROPERTY 


Dec  98  1730  (a)  An  officer  receiving  an  allowance  shall  apply  to  the  Director  of 

Accounting  Services  if  he  wishes  to  change  property.  He  shall  submit 
an  Initial  Application  to  change  property  (TRY/HFS  11)  before  he 
sells  or  completes  the  mortgage  repayment  of  his  existing  property. 
After  obtaining  an  approval-in-principle  to  change  property,  he  shall 
submit  a  Formal  Application  for  the  Home  Financing  Scheme 
(TRY/HFS  3)  within  six  months. 

(b)  The  second  property  shall  not  be  a  property  in  respect  of  which  the 
officer  or  his  spouse  has  previously  received  assistance  under  the 
scheme. 

(c)  Where  an  officer  has  sold  his  existing  property  or  redeemed  the 
mortgage  before  purchasing  another  property,  his  allowance  shall  be 
suspended  during  the  break  in  period.  The  break  shall  not  count 
towards  the  officer's  120-month  maximum  entitlement  period. 
Unless  the  officer  has  obtained  prior  approval  from  the  Director  of 
Accounting  Services  for  an  extension,  the  break  shall  not  exceed  six 
months.  (See  also  CSR  1639(b).) 

(d)  An  officer  who  commenced  to  receive  an  allowance  before 
1  November  1994  and  has  opted  for  transfer  to  the  revised  scale  of 
rates  under  CSR  1611(1)  or  to  reserve  his  right  for  transfer  to  the 
revised  rates  under  CSR  161 1(3)  above  shall  have  to  comply  with  the 
sale  proceeds  conditions  in  CSRs  1731-1734  below  on  a  change  of 
property. 

Sale  Proceeds  Conditions 

June  95  1731  (a)  On  a  change  of  property  approved  under  CSR  1730(d)  above,  an 

officer  shall  sell  the  existing  property  purchased  under  the  scheme 
and  apply  the  sale  proceeds  so  obtained  to  the  purchase  of  a  second 
property. 

(b)  Where  an  officer  transfers  to  the  revised  scale  of  rates  at  Annex  11.2 
on  a  change  of  property,  the  cost  of  the  second  property  shall  not  be 
lesser  than  the  selling  price  of  the  existing  property.  In  this  context,  in 
the  case  of  - 

(i)  refinance  of  a  second  property  already  acquired  by  an  officer; 
or 


Amendment  No.  39(33)/2007 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


1731  (b) 

(Cont’d) 


(ii)  finance  of  a  second  property  already  acquired  by  an  officer, 
i.e.  application  of  assistance  under  the  scheme  to  repay  the 
outstanding  mortgage  loan  of  a  second  property  already 
acquired  by  him;  or 


(iii)  in  the  absence  of  an  appropriate  purchase  price  for  the  second 
property, 


the  Director  of  Accounting  Services  may  require  the  officer  to 
produce  evidence,  at  the  officer's  expense,  of  the  current  value  of  the 
second  property  as  assessed  by  a  lending  institution  or  a  chartered 
surveyor.  (See  also  CSR  1733  below.)  The  assessed  value  shall  be  no 
less  than  the  selling  price  of  the  existing  property. 


(c)  the  maximum  amount  of  the  mortgage  loan  on  the  second  property  for 
claiming  Home  Financing  Allowance  is  the  cost  of  the  second 
property  reduced  by  the  amount  of  sale  proceeds  from  selling  the 
existing  property  and  by  the  amount  of  the  downpayment  loan 
granted  to  him  for  the  first  time  upon  the  change  of  property.  If  the 
second  property  is  acquired  before  the  date  of  his  Initial  Application 
to  change  property,  the  maximum  amount  of  the  mortgage  loan  will 
be  further  reduced  by  any  downpayment  or  instalments  already  made 
before  the  date  of  the  Initial  Application. 

(d)  If  the  existing  property  is  a  property  co-owned  by  the  officer  with  a 
person  other  than  his  spouse,  the  sale  proceeds  obtained  from  selling 
the  property  shall  be  detennined  in  accordance  with  the  officer's  share 
of  the  property  as  shown  in  the  title  deed. 


(e)  The  officer  shall  submit,  within  three  months  from  the  date  of  sale  of 
his  existing  property,  a  copy  of  the  Record  of  Owners  proving  that  his 
existing  property  has  been  sold. 


June  95  1732  For  the  purpose  of  CSR  1731  above  - 

(a)  "selling  price  of  existing  property"  means  the  sale  price  stipulated  in 
the  Sale  and  Purchase  Agreement,  or  other  documents  acceptable  to 
the  Director  of  Accounting  Services,  in  respect  of  the  officer's 
existing  property  under  the  scheme,  subject  to  CSR  1733  below; 

(b)  "cost  of  second  property"  means  the  purchase  price  stipulated  in  the 
Sale  and  Purchase  Agreement  or  other  documents  acceptable  to  the 
Director  of  Accounting  Services,  in  respect  of  the  officer's  new 
property  under  the  scheme,  subject  to  CSR  1733  below;  and 


Amendment  No.  39(34)72007 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Jan  1732  (c) 

2009  (Cont’d) 


"sale  proceeds"  is  determined  by  the  selling  price  of  existing 
property  reduced  by  - 


Jan 

2016 


(i)  the  outstanding  amount  of  mortgage  loan  on  the  existing 
property; 

(ii)  the  total  amount  of  partial  payment  (lump  sum)  made  by  the 
officer  out  of  his  own  resources  (excluding  topped-up 
payment  for  monthly  instalments  and  loans  from  public 
funds)  to  the  lending  institution  for  reducing  the  mortgage 
loan  on  his  existing  property  since  his  allowance  commenced 
to  be  payable  for  the  property,  with  documentary  proof; 

(iii)  the  total  amount  of  payment  of  land  premium  in  case  the 
existing  property  is  a  flat  under  a  subsidised  home  ownership 
scheme  administered  by  the  Hong  Kong  Housing  Authority 
or  the  Hong  Kong  Housing  Society  or  the  Urban  Renewal 
Authority,  with  documentary  proof;  and 

(iv)  10%  of  the  cost  of  the  second  property. 


1733  Where  the  Director  of  Accounting  Services  considers  that  the  selling  price 
of  the  existing  property  or  the  cost  of  the  second  property  is  out  of  line  with 
the  prevailing  market  value,  or  where  the  Record  of  Owners  shows  a  price 
different  from  that  reported  by  the  officer,  he  shall  have  the  absolute  right 
and  discretion  to  use  the  Commissioner  of  Rating  and  Valuation's  assessed 
value  of  the  property  concerned  or  the  price  stipulated  in  the  Record  of 
Owners  as  the  case  may  be,  and  not  the  officer's  reported  selling  price  of  the 
existing  property  or  the  cost  of  the  second  property,  for  determining  the 
June  95  maximum  mortgage  loan  under  CSR  1731(c)  above.  In  such  an  event,  if 

the  Director  of  Accounting  Services  concludes  that  the  selling  price  of  the 
existing  property  was  understated  or  the  cost  of  the  second  property  was 
overstated,  he  will  require  the  officer  to  adjust  his  outstanding  mortgage 
loan  amount  suitably  within  a  specified  period. 


1734  If  an  officer  fails  to  adjust  his  outstanding  mortgage  loan  amount  as 
required  under  CSR  1733  above  within  the  specified  period,  the  allowance 
shall  cease  to  be  payable  to  him  from  the  day  following  the  expiry  date. 
The  allowance  shall  commence  to  be  payable  again  on  the  day  the  necessary 
adjustment  is  made.  The  break  in  period  shall  not  count  towards  the 
officer's  120-month  maximum  entitlement  to  the  allowance. 


Amendment  No.  5/2016 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


SERVICE  OF  NOTICE 


Nov  94  1735  (a)  Service  of  any  notice  under  the  provisions  of  the  Loan  Agreement  and 

the  regulations  of  the  scheme  shall  be  made  to  the  officer  at  the 
address  of  the  accommodation/property  or  at  such  other  address  as  the 
officer  may  have  notified  the  Director  of  Accounting  Services  in 
writing.  Such  notice  shall  be  deemed  to  have  been  properly  served 
and  shall  be  effective  if  despatched  by  mail  (whether  registered  or 
not)  to  the  aforesaid  address. 


Aug 

2007 


(b)  In  the  event  of  any  change  to  the  address  to  which  the  notice  is  to  be 
served,  an  officer  shall  report  such  changes  to  the  Director  of 
Accounting  Services  within  30  days. 


1736-1739 


CONSEQUENCES  OF  NON-COMPLIANCE 

Aug  1740  Officers  receiving  assistance  under  the  scheme  should  thoroughly  acquaint 
2007  themselves  with  and  observe  all  the  terms  and  conditions  under  the  scheme. 

An  officer  who  secures  assistance  under  the  scheme  by  misrepresentation  or 
fails  to  comply  with  its  rules  will  be  subject  to  consequences  set  out  in 
CSR808. 


DISCRETION 

June  95  1741  The  Director  of  Accounting  Services  shall  have  the  absolute  right  and 

discretion  to  - 

(a)  demand  relevant  information  and  documents  from  the  officer,  his 
department  and  lending  institution; 

(b)  recover  any  downpayment  loan  or  allowance  overpaid  to  the  officer 
from  the  officer's  salary  or  any  monies  due  for  whatever  reason  to  the 
officer  or  his  estate  from  the  Government; 

(c)  conduct  inspections  to  the  accommodation/property  under  the  scheme 
to  check  on  the  compliance  with  the  live-in  requirement  at  all 
reasonable  times; 


Amendment  No.  39(36)/2007 


CHAPTER  XI  -  HOME  FINANCING  SCHEME 


Aug 

2007 

June  95 

Nov  94 


1741  (d) 

(Cont’d) 

(e) 

(f) 

(g) 


give  exceptional  approvals; 

attach  conditions  he  deems  necessary  while  giving  approvals; 
refuse  applications;  and 

suspend  and/or  discontinue  the  assistance  under  the  scheme. 


1742  The  Government  will  not  be  responsible  for  any  loss  that  an  officer  may 
suffer  as  a  result  of  any  action  mentioned  in  CSR  1741  above.  In  the  event  of 
dispute,  the  decision  of  the  Director  of  Accounting  Services  will  be  final. 


1743  Notwithstanding  anything  contained  in  the  Civil  Service  Regulations  on  the 
Home  Financing  Scheme,  the  Secretary  for  the  Civil  Service  reserves  the 
right  to  alter,  amend  or  make  exceptions  to  any  of  these  regulations  should  he 
at  any  time  consider  this  to  be  necessary. 


1744-1799 


Amendment  No.  39(37)72007 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


I.  INTERPRETATION 


1800  In  the  following  regulations  on  the  Accommodation  Allowance  Scheme, 
unless  the  context  otherwise  requires  - 


Jan  "accommodation"  means  residential  premises  including  a  maximum  of  two 

2009  parking  spaces  in  Hong  Kong  rented  by  an  officer  and  approved  by  the 

Director  of  Accounting  Services  for  the  officer  to  receive  assistance  under 
the  Accommodation  Allowance  Scheme. 


"allowance"  means  an  Accommodation  Allowance  granted  under  the 
Accommodation  Allowance  Scheme. 


Jan 

2009 


Jan  1801 
2009 


"scheme"  means  the  Accommodation  Allowance  Scheme, 
“spouse”  includes  a  separated  spouse. 

Words  importing  one  gender  shall  include  the  other  gender. 


1802-1804 


II.  ACCOMMODATION  ALLOWANCE  SCHEME 


ELIGIBILITY  CRITERIA 


1805  An  officer  who  meets  the  following  eligibility  criteria  may  apply  for  the 
Accommodation  Allowance  Scheme  - 


Aug 

2007 


(a)  the  officer  is  offered  appointment  on  overseas  terms  between 
1  October  1990  and  31  December  1998  and  whose  service  has  been 
continuous  since  reporting  for  duty;  and 


Aug  (b)  the  officer  is  not  debarred  from  receiving  assistance  under  the  scheme 

2007  under  CSRs  809(1)  (b)  and  809(6). 


Aug  1806-1809 
2007 


Amendment  No.  31(l)/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


ASSISTANCE  UNDER  THE  ACCOMMODATION  ALLOWANCE  SCHEME 


Aug 

2007 

1810 

An  eligible  officer  may  receive  the  following  assistance  under  the 
Accommodation  Allowance  Scheme  for  renting  accommodation  in  Hong 
Kong  - 

Jan 

2009 

(a)  a  monthly  Accommodation  Allowance  appropriate  to  his  substantive 

salary  point  on  the  scale  of  rates  prevailing  when  he  commences  a 

new  tenancy  or  extends/renews  an  existing  tenancy  for  the  entire 
tenancy  term  (i.e.  of  a  tenn  of  two  to  three  years)  [see  Annex  12. 1  for 
the  scale  of  allowance  rates],  irrespective  of  subsequent  upward  and 
downward  annual  adjustments  to  the  allowance  rates  during  the 
tenancy  term  [see  also  CSR  1865  for  the  specific  arrangements  for 
the  premature  termination  of  a  tenancy,  short  extension  of  a  tenancy 
of  less  than  two  years,  a  short  tenancy  of  less  than  two  years  and  a 
long  tenancy  of  more  than  three  years].  The  tenancy  shall  be  for  a 
period  of  two  to  three  years.  He  may  draw  a  higher  rate  of  allowance 
appropriate  to  his  substantive  salary  point  through  salary  progression 
or  promotion  during  the  tenancy,  based  on  the  scale  of  rates 
prevailing  when  he  commenced  the  tenancy  subject  to  the  conditions 
stipulated  in  CSRs  1830  and  1831  below  [see  also  CSR  1834];  and 

Aug  (b)  assistance  provided  under  CSR  853(9). 

2007 

1811  An  officer  may  not  claim  assistance  under  the  scheme  in  respect  of 
accommodation  owned  by  individuals  or  bodies  stipulated  in  CSR  852(5)(a). 

1812-1819 

APPLICATION 

1820  An  officer  who  meets  the  eligibility  criteria  under  CSR  1805  above  may 
Aug  submit  an  application  for  Accommodation  Allowance  Scheme  (TRY/AAS  3) 

2007  via  his  Head  of  Department  to  the  Director  of  Accounting  Services.  The 

application  shall  be  supported  by  the  following  documentary  evidence  on 
renting  of  accommodation  in  Hong  Kong  - 

(a)  a  copy  of  a  stamped  tenancy  agreement  showing  the  officer  as  the 
tenant; 

(b)  a  set  of  original  and  self-certified  receipts  on  the  rented 
accommodation  for  the  first  month;  and 

(c)  if  the  officer  applies  for  assistance  under  CSR  853(9),  original 
receipts  on  legal  costs  incurred  in  preparing  the  tenancy  agreement 
and  self-certified  copies  of  receipts  on  rental  deposit  paid  to  the 
landlord,  where  applicable. 


Amendment  No.  3 1  (2)/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


1821  Approval  to  join  the  scheme  will  normally  be  given  within  three  weeks  from 
the  date  of  receipt  of  an  application  for  the  Accommodation  Allowance 


Jan  94 

Scheme  by  the  Director  of  Accounting  Services.  Accommodation 
Allowance  shall  commence  to  be  payable  to  an  eligible  officer  as  from  - 

Dec  97 

(a) 

the  date  of  commencement  of  renting  accommodation  in  Hong  Kong; 
or 

Jan 

2009 

(b) 

the  date  he/his  spouse  relinquishes  hotel  accommodation  and  any 
other  housing  benefits  and  civil  service  housing-related  benefits 

being  received  by  him/his  spouse,  except  where  the  spouse  is 
receiving  the  Non-accountable  Cash  Allowance  provided  under  CSRs 
2007  -  2020,  or  where  he  or  his  spouse  is  directed  by  his/his  spouse's 
Head  of  Department  to  live  in  a  post-tied  quarters, 

whichever  is  the  later. 


1822-1829 


ACCOMMODATION  ALLOWANCE 


1830 

(a) 

Accommodation  Allowance  comprises  an  accountable  part  and  a 
non-accountable  part. 

Aug 

2007 

(b) 

75%  of  the  allowance  received  by  an  officer  is  accountable  and  must 
be  used  to  rent  accommodation  in  Hong  Kong.  Adjoining 
independent  domestic  units  will  not  be  accepted  unless  conversion  to 
one  unit  is  approved  by  the  relevant  authorities.  The  remaining  25% 
of  the  allowance  is  non-accountable. 

(c) 

If  the  monthly  cost  of  renting  accommodation  is  less  than  75%  of  the 
allowance,  the  non-accountable  portion  of  the  allowance  shall  be 
reduced  proportionally. 

(d) 

The  allowance  to  which  an  officer  is  entitled  shall  be  one  and 
one-third  of  the  amount  of  renting  accommodation  payable  by  him,  or 
his  entitled  rate  of  allowance,  whichever  is  the  less.  (See  CSR  1842 

below.) 

1 83 1  For  the  purpose  of  CSR  1 830(b)  above,  the  following  items  shall  be  accepted 
for  counting  towards  the  monthly  cost  of  renting  accommodation  - 

(a)  rent  of  the  accommodation; 

(b)  rent  of  a  maximum  of  two  parking  spaces; 

(c)  rates  for  the  accommodation/parking  space(s);  and 

(d)  management  fees  charged  on  the  accommodation/parking  space(s). 


Jan 

2009 


Amendment  No.  3 1  (3)/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


Jan  94  1 832  An  officer  shall  provide  self-certified  receipts  to  substantiate  the  accountable 

allowance  received  by  him  (see  CSRs  1830  and  1831  above)  as  and  when 
required  by  the  Director  of  Accounting  Services. 


1833 

Aug 

2007 


An  officer  must  ensure  that  all  of  the  receipts  submitted  by  him  are  true  and 
correct.  If  he  fails  to  do  so,  he  will  render  himself  liable  to  the  consequences 
set  out  in  CSR  808. 


1834 


Jan 

2009 


An  officer  shall  be  eligible  for  a  higher  rate  of  allowance  on  the  respective 
scale  of  allowance  [see  CSR  1810(a)  above]  as  he  advances  in  his  pay  scale. 
The  actual  amount  of  allowance  payable  shall  be  subject  to  the  conditions 
stipulated  in  CSRs  1830  and  1831,  and  CSR  1865  where  applicable,  in 
addition  to  other  tenns  and  conditions  relevant  to  the  case. 


1835  Renting  of  accommodation  is  a  matter  between  an  officer  and  his 
landlord/other  parties  concerned.  The  Government  is  not  a  party  to  such  an 
arrangement. 

1836  The  allowance  payable  to  an  officer  shall  be  credited  monthly  in  arrears  to  his 
salary  account.  He  shall  be  personally  responsible  for  payment  of  the  actual 
cost  of  renting  accommodation  to  his  landlord/other  parties  concerned. 


Mar  97  1837  (a)  In  the  event  that  an  officer  is  entitled  to  receive  an  increase  in 

allowance  (other  than  through  incremental  progression  or 
promotion),  he  shall  report  the  increase  with  supporting  proof  to  the 
Director  of  Accounting  Services  not  later  than  60  days  from  the  date 
of  the  change. 


Aug 

2007 


(b)  In  the  event  that  the  cost  of  renting  accommodation  is  decreased  for 
whatever  reasons,  with  the  decrease  resulting  in  a  corresponding 
decrease  in  the  allowance  to  which  an  officer  is  entitled,  he  shall, 
within  30  days,  report  and  refund  any  overpayment  of  the  allowance 
to  the  Director  of  Accounting  Services.  The  Director  of  Accounting 
Services  shall  be  entitled  to  recover  any  overpayment  by  deduction 
from  the  officer's  salary. 


(c)  For  the  purpose  of  determining  the  effective  date  of  increased  or 
decreased  rate  of  allowance,  the  effective  date  shall  be  the  date  on 
which  the  cost  of  renting  accommodation  is  changed. 


Amendment  No.  3 1  (4)/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


1838  An  officer  shall,  within  30  days,  give  notice  to  the  Director  of  Accounting 
Services  when  he  ceases  to  rent  the  accommodation.  The  allowance  shall 
cease  to  be  payable  in  respect  of  the  accommodation  with  effect  from  the  date 
of  such  cessation. 


1839  Where  a  change  in  an  officer's  salary  occurs  on  any  day  other  than  the  first 
day  of  a  month  and  results  in  a  change  in  the  rate  of  the  allowance,  his 
entitlement  to  the  allowance  in  respect  of  that  month  shall  be  detennined  on  a 
pro-rata  basis. 

1840  (a)  An  officer  on  full-pay  leave  shall  be  entitled  to  an  allowance  for  a 
maximum  period  of  60  days  on  each  occasion. 

Application  to  receive  the  allowance  during  full-pay  leave  exceeding 
60  days  should  be  addressed  to  the  Director  of  Accounting  Services 
via  the  Head  of  Department,  at  least  two  months  before 
commencement  of  the  leave.  The  Director  of  Accounting  Services 
shall  consider  each  application  on  individual  merits. 

Sept  94  (c)  Where  an  officer  proceeds  on  leave  prior  to  leaving  the  service,  he 

shall  be  entitled  to  receive  the  allowance: 

(i)  for  a  maximum  period  of  60  days,  or 

(ii)  for  a  period  up  to  and  including  the  day  on  which  he  leaves 
Hong  Kong, 

whichever  period  is  the  shorter,  subject  to  his  accommodation  being 
occupied  by  him  and/or  his  family.  Extension  to  the  approved  period 
may  be  authorised  exceptionally  by  the  Director  of  Accounting 
Services  depending  on  individual  circumstances. 

1841  (a)  An  officer  who  is  granted  no-pay  sick  leave  by  an  approving  authority 

may  continue  to  receive  the  allowance  during  the  no-pay  sick  leave 
period  upon  his  Head  of  Department  notifying  the  Director  of 
Aug  Accounting  Services  of  the  granting  of  such  leave.  Head  of 

2007  Department  should  notify  the  Director  of  Accounting  Services  in 

writing  of  such  instances  within  14  days. 

(b)  An  officer  who  is  granted  no-pay  leave  other  than  as  provided  in 
CSR  1841(a)  above  may  continue  to  receive  the  allowance  during  the 
Jan  94  no-pay  period  subject  to  his  applying  and  obtaining  approval  of  the 

Director  of  Accounting  Services  who  shall  consider  each  case  on 
individual  merits. 


(b) 

Jan  94 


Aug 

2007 


Amendment  No.  40(5)/2007 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


1842  Not  more  than  three  officers  eligible  for  the  scheme  may  apply  to  rent  the 
same  accommodation.  The  cost  of  renting  accommodation  shall  be  deemed 
to  be  equally  shared  by  these  officers. 


1843-1849 

LIVE-IN  REQUIREMENT 

Aug  1850  An  officer  who  is  receiving  an  allowance  in  respect  of  an  accommodation 
2007  shall  comply  with  the  live-in  requirement  set  out  in  CSR  809(7). 

1851-1854 


MARRIED  OFFICERS 

1855  For  civil  servant  couples  who  are  eligible  for  the  scheme  in  their  own  right, 
either  spouse  may  apply  for  the  scheme.  Under  no  circumstances  shall  both 
spouses  receive  assistance  under  the  scheme  concurrently. 


1856 


Jan 

2009 

Jan 

2009 


(a)  An  officer  receiving  an  allowance  shall,  within  60  days,  report  any 
change  in  his  marital  status  to  the  Director  of  Accounting  Services 
[see  CSR  809(4)]. 

(b)  An  officer  receiving  an  allowance  shall,  within  60  days  of  his 
marriage,  make  an  option  in  accordance  with  CSR  809(2),  except 
where  his  spouse  meets  the  eligibility  criteria  for  the  Non-accountable 
Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  f(ii)  and  f(iv) 
[see  also  CSR  2010], 


Aug 

2007 


(c)  If  the  officer  does  not  exercise  his  option  within  the  time  limit 
specified  in  CSR  1856(b)  above,  with  effect  from  the  day  following 
the  date  of  expiry  of  the  option  period,  he  shall  be  deemed  to  have 
opted  to  continue  to  be  provided  with  assistance  under  the  scheme 
with  effect  from  the  date  of  marriage. 


1857-1864 


Jan  CHANGE  OF  ACCOMMODATION/TENANCY  AND  SHORT/LONG 

2009  TENANCY 

Jan  1865  (a)  An  application  to  change  to  a  new  accommodation,  or  renew  or 

2009  extend  the  tenancy  of  an  existing  accommodation,  shall  be  made  to 

the  Director  of  Accounting  Services  at  least  two  months  before  the 
expiry  date  of  the  existing  tenancy. 


Amendment  No.  32(l)/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


Jan  1865  (b)  An  application  to  change  to  a  new  tenancy  before  an  existing  tenancy 

2009  (Cont’d)  expires  will  be  considered  on  the  basis  of  individual  merits. 

Approval  for  such  an  application  is  normally  subject  to  the  following 
conditions,  in  addition  to  other  terms  and  conditions  relevant  to  the 
application  [see  also  CSRs  1830,  1831  and  1834]  - 


Jan 

2009 


Jan 

2009 


Jan 

2009 


(i)  for  the  original  remaining  period  of  the  existing  tenancy,  the 
officer  shah  receive  allowance  on  the  scale  of  rates  prevailing 
on  the  commencement  date  of  the  existing  tenancy,  irrespective 
of  any  subsequent  upward  or  downward  annual  adjustments  to 
the  allowance  rates  during  the  period.  Since  75%  of  the 
allowance  is  accountable  (see  CSR  1830(b)),  the  allowance 
payable  during  the  period  shah  not  exceed  one  and  one-third  of 
the  cost  of  renting  accommodation  of  the  existing  tenancy,  as  if 
the  existing  tenancy  is  not  prematurely  tenninated;  and 

(ii)  from  the  day  immediately  after  the  original  end  date  of  the 
existing  tenancy  up  to  the  end  date  of  the  new  tenancy  of  a  two 
to  three  years’  tenn,  the  officer  shah  receive  allowance  on  the 
scale  of  rates  prevailing  on  the  day  immediately  after  the 
original  end  date  of  the  existing  tenancy,  irrespective  of  any 
subsequent  upward  or  downward  annual  adjustments  to  the 
allowance  rates  during  the  period.  Since  75%  of  the  allowance 
is  accountable  (see  CSR  1830(b)),  the  allowance  payable  shah 
not  exceed  one  and  one-third  of  the  cost  of  renting 
accommodation  on  the  day  immediately  after  the  original  end 
date  of  the  existing  tenancy. 

In  case  an  officer  is  required  to  make  an  application  for  a  change  to  a 
new  tenancy  before  an  existing  tenancy  expires  because  of  his 
landlord’s  instigation  of  a  break  clause  provided  in  the  existing 
tenancy,  and  if  a  change  of  accommodation  under  assistance  is 
required,  the  officer  will  be  exempted  from  the  above  conditions, 
subject  to  his  provision  of  relevant  documentary  proof  of  his  case  to 
the  satisfaction  of  the  Director  of  Accounting  Services.  The 
authority  to  determine  whether  an  exemption  should  be  granted  to  the 
officer  rests  with  the  Director  of  Accounting  Services. 


Jan  (c)  An  application  for  a  short  extension  (i.e.  of  less  than  two  years)  of  an 

2009  existing  tenancy  (referred  to  as  the  original  tenancy)  upon  its  expiry 

will  be  considered  on  the  basis  of  individual  merits.  Approval  for 
such  an  application  is  normally  subject  to  the  following  conditions,  in 
addition  to  other  terms  and  conditions  relevant  to  the  application  [see 
also  CSRs  1830,  1831  and  1834]  - 


Amendment  No.  32(2)/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


1865  (c)  (i)  from  the  commencement  of  the  short  extension  for  a  period  up 

(Cont’d)  to  two  years  (the  two-year  period),  the  officer  shall  receive 

allowance  on  the  scale  of  rates  prevailing  on  the 
commencement  date  of  the  extension  period,  irrespective  of 
any  upward  or  downward  annual  adjustments  to  the  allowance 
rates  during  the  two-year  period.  Since  75%  of  the  allowance 
is  accountable  (see  CSR  1830(b)),  the  allowance  payable 
during  the  extension  period  shall  not  exceed  one  and  one-third 
of  the  cost  of  renting  accommodation  on  the  commencement  of 
the  original  tenancy  while  the  allowance  payable  during  the 
remainder  of  the  two-year  period  shall  not  exceed  one  and 
one-third  of  the  cost  of  renting  accommodation  on  the 
commencement  of  the  new  tenancy;  and 

(ii)  throughout  the  remaining  period  of  the  tenancy  prevailing 
immediately  after  the  end  of  the  two-year  period  mentioned  in 
CSR  1865(c)(i)  above,  the  officer  shall  receive  allowance  on 
the  scale  of  rates  prevailing  on  the  date  immediately  after  the 
end  of  the  two-year  period  mentioned  in  CSR  1865(c)(i)  above, 
irrespective  of  any  subsequent  upward  or  downward  annual 
adjustments  to  the  allowance  rates  during  the  period.  Since 
75%  of  the  allowance  is  accountable  (see  CSR  1830(b)),  the 
allowance  payable  shall  not  exceed  one  and  one-third  of  the 
cost  of  renting  accommodation  on  the  date  immediately  after 
the  end  of  the  two-year  period  mentioned  in  CSR  1865(c)(i) 
above. 

If  two  or  more  short  extensions  of  tenancy  are  involved,  each  of  less 
than  two  years,  they  will  be  considered  in  aggregate  as  one  extension 
period  for  the  purpose  of  CSR  1865(c). 

An  application  for  claiming  allowance  under  a  short  tenancy  (i.e.  of 
less  than  two  years)  will  be  considered  on  the  basis  of  individual 
merits.  Approval  for  such  an  application  is  nonnally  subject  to  the 
following  conditions,  in  addition  to  other  terms  and  conditions 
relevant  to  the  application  [see  also  CSRs  1830,  1831  and  1834]  - 


Jan  (d) 

2009 


Amendment  No.  32(3 )/2008 


CHAPTER  XII  -  ACCOMMODATION  ALLOWANCE  SCHEME 


Jan 

2009 


1 865  (d)  (i)  from  the  commencement  of  the  short  tenancy  for  a  period  up  to 

(Cont’d)  two  years  (the  two-year  period),  the  officer  shall  receive 

allowance  on  the  scale  of  rates  prevailing  on  the 
commencement  date  of  the  short  tenancy,  irrespective  of  any 
upward  or  downward  annual  adjustments  to  the  allowance  rates 
during  the  two-year  period.  Since  75%  of  the  allowance  is 
accountable  (see  CSR  1830(b)),  the  allowance  payable  during 
the  period  shall  not  exceed  one  and  one-third  of  the  cost  of 
renting  accommodation  of  the  short  tenancy,  as  if  the  tenancy  is 
of  a  two-year  term;  and 

(ii)  from  the  day  immediately  after  the  end  of  the  two-year  period 
mentioned  in  CSR  1865(d)(i)  above  up  to  the  end  date  of  the 
new  tenancy  of  a  two  to  three  years’  tenn  following  the  short 
tenancy,  the  officer  shall  receive  allowance  on  the  scale  of  rates 
prevailing  on  the  day  immediately  after  the  end  of  the  two-year 
period  mentioned  in  CSR  1865(d)(i)  above,  irrespective  of  any 
subsequent  upward  or  downward  annual  adjustments  to  the 
allowance  rates  during  the  period.  Since  75%  of  the  allowance 
is  accountable  (see  CSR  1830(b)),  the  allowance  payable  shall 
not  exceed  one  and  one-third  of  the  cost  of  renting 
accommodation  on  the  date  immediately  after  the  end  of  the 
two-year  period  mentioned  in  CSR  1865(d)(i)  above. 

(e)  An  application  for  claiming  allowance  under  a  long  tenancy  (i.e.  of 
more  than  three  years)  will  be  considered  on  the  basis  of  individual 
merits.  Approval  for  such  an  application  is  normally  subject  to  the 
following  conditions,  in  addition  to  other  terms  and  conditions 
relevant  to  the  application  [see  also  CSRs  1830,  1831  and  1834]  - 

(i)  the  arrangement  under  CSR  1810(a)  shall  apply  to  the  first 
three  years  of  the  tenancy;  and 

(ii)  from  the  commencement  of  the  fourth  year  up  to  the  end  date  of 
the  long  tenancy  - 

(A)  if  the  period  is  shorter  than  two  years,  it  will  be  regarded 
as  a  short  extension  and  the  arrangements  of 
CSR  1865(c)  shall  apply; 

(B)  if  it  is  two  to  three  years,  it  will  be  regarded  as  a  separate 
tenancy  and  the  arrangements  of  CSR  1810(a)  shall 
apply;  or 

(C)  if  it  is  more  than  three  years,  it  will  be  regarded  as  a 
separate  long  tenancy  and  the  arrangements  of 
CSR  1865(e)(i),  (ii)(A)  and  (ii)(B)  above  shall  apply. 
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1866-1869 


III.  HOTEL  ACCOMMODATION 

1870  An  officer  receiving  assistance  under  the  Accommodation  Allowance 
Scheme  is  not  eligible  for  hotel  accommodation  upon  proceeding  on  or 
returning  from  leave. 


1871-1879 


IV.  CONSEQUENCES  OF  NON-COMPLIANCE 

1880  An  officer  who  secures  assistance  under  the  scheme  by  misrepresentation  or 
fails  to  comply  with  its  rules  will  be  subject  to  consequences  set  out  in 
CSR808. 


V.  DISCRETION 

1881  The  Director  of  Accounting  Services  shall  have  the  absolute  right  and 

discretion  to  - 

(a)  demand  relevant  information  and  documents  from  the  officer,  his 

department  and  other  relevant  parties; 

(b)  recover  any  allowance  overpaid  to  or  repayment  due  from  the  officer, 
by  deduction  from  the  officer's  salary  or  any  monies  due  for  whatever 
reason  to  the  officer  or  his  estate  from  the  Government,  or  by 
demanding  repayment  from  him; 

(c)  conduct  record  checks; 

(d)  give  exceptional  approvals; 

(e)  attach  conditions  where  necessary  while  giving  approvals; 

(f)  refuse  applications;  and 

(g)  suspend  and/or  discontinue  the  assistance  under  the  scheme. 

1882  In  the  event  of  any  dispute  in  the  exercise  of  the  right  and  discretion  provided 

in  CSR  1881  above,  the  Director  of  Accounting  Services'  decision  shall  be 

final. 
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1883  Notwithstanding  anything  contained  in  the  Civil  Service  Regulations  on  the 
Accommodation  Allowance  Scheme,  the  Secretary  for  the  Civil  Service 
reserves  the  right  to  alter  any  of  these  regulations  should  he  at  any  time 
consider  this  to  be  necessary. 

1884  All  officers  who  have  commenced  to  receive  assistance  under  the  scheme  are 
required  to  observe  and  to  be  thoroughly  acquainted  with  all  of  the  Civil 
Service  Regulations  on  the  scheme. 

1885-1899 
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Aug 

2007 


INTERPRETATION 

1900  In  the  following  regulations  on  Rent  Allowance  Scheme,  unless  the  context 
otherwise  requires  - 

“accommodation”  means  residential  premises  in  Hong  Kong  including  a 
maximum  of  two  parking  spaces  approved  by  the  Director  of  Accounting 
Services  for  the  officer  to  receive  an  allowance  under  the  Rent  Allowance 
Scheme. 

“Civil  Service  Housing  Benefits”,  “Civil  Service  Housing-related  Benefits”, 
and  “Housing  Benefits”  refer  to  benefits  stipulated  in  CSR  809(l)(a). 

“Married  officer”  includes  an  officer  separated  from  his  spouse,  and 
“Spouse”  also  includes  a  separated  spouse. 


ELIGIBILITY  CRITERIA 

1901  An  officer  who  meets  all  the  following  eligibility  criteria  may  apply  for  the 
Rent  Allowance  Scheme  - 

(a)  (i)  the  officer  is  first  offered  appointment  to  the  civil  service  on 

agreement  terms  on  or  after  1 . 1 .1999;  or 

(ii)  the  officer  is  offered  re-appointment  to  the  civil  service  on 
agreement  terms  with  a  break  in  service  on  or  after  1.1.1999; 
and 

(b)  the  officer  is  on  or  above  MPS  34  or  equivalent;  and 

(c)  the  officer  is  ineligible  for  the  Non-accountable  Cash  Allowance 
Scheme  under  CSRs  2000-2099  if  he  is  offered  appointment  on  or 
after  1.6.2000  on  the  new  civil  service  terms;  and 

(d)  the  officer  is  not  debarred  from  receiving  assistance  under  the  Rent 
Allowance  Scheme  under  CSRs  809(l)(b),  809(6),  1932  and  1933. 

1902-1904 


ASSISTANCE  UNDER  THE  RENT  ALLOWANCE  SCHEME 

1905  Subject  to  the  prevention  of  double  housing  benefits  rules,  an  eligible  officer 
may  receive  a  monthly  allowance  under  the  Rent  Allowance  Scheme  for  a 
maximum  aggregate  period  of  120  months,  irrespective  of  whether  his 
service  with  the  Government  is  broken. 
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1906  Under  the  Rent  Allowance  Scheme,  an  officer  may  receive  an  allowance  up 
to  the  rate  applicable  to  his  substantive  salary  point  on  the  scale  of  allowance 
prevailing  on  the  date  of  his  commencement  to  receive  the  allowance  or  the 
date  he  starts  his  current  agreement,  whichever  is  the  later.  He  shall  remain 
for  the  entire  agreement  (including  any  subsequent  extension)  on  the  same 
scale  of  allowance  rates  irrespective  of  whether  he  changes 
accommodation/lease  during  the  period.  The  rates  are  shown  in  Annex  1 1 .3. 

1907  An  officer  eligible  for  the  Rent  Allowance  who  is  directly  recruited  from 
places  outside  Hong  Kong,  on  first  appointment  may  apply  for  an 
interest-free  loan : 

(a)  to  cover  rental  deposit  demanded  by  the  landlord,  subject  to  a 
maximum  of  two  months’  rental;  and 

(b)  to  cover  the  advance  rental  for  the  first  month. 

He  is  required  to  repay  the  loan  by  twelve  equal  monthly  instalments  by 
deduction  from  his  salary,  starting  from  the  month  following  the  payment  of 
the  loan. 

1908  -  1910 

HOTEL  ACCOMMODATION 

1911  An  officer  eligible  for  the  Rent  Allowance  who  is  directly  recruited  from 
places  outside  Hong  Kong,  on  first  appointment  may  apply  for  hotel 
accommodation  for  up  to  30  nights  from  the  night  of  arrival  in  Hong  Kong,  in 
accordance  with  CSRs  840  to  845.  An  officer  provided  with  hotel 
accommodation  is  required  to  pay  rent  to  the  Government  at  the  rate  of  7.5% 
of  his  salary. 

1912-  1915 
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RENT  ALLOWANCE 

1916  An  officer  shall  not  claim  assistance  under  the  Rent  Allowance  Scheme  in 
respect  of  accommodation  owned  by  himself,  his  relatives  or  bodies 
stipulated  in  CSR  852(5)(a).  He  is  required  to  report  to  the  Director  of 
Accounting  Services  within  30  days  any  change  in  the  ownership  or  the 
landlord  of  the  tenancy. 

1917  Renting  of  accommodation  is  a  matter  between  the  officer  and  his 
landlord/other  parties  concerned.  The  Government  is  not  a  party  to  such  an 
arrangement. 

1918  The  allowance  payable  to  an  officer  shall  be  the  actual  cost  of  renting  the 
accommodation  or  the  rent  recommended  as  reasonable  by  the 
Commissioner  of  Rating  and  Valuation  or  his  entitled  rate  of  allowance, 
whichever  is  the  lesser. 

1919  All  of  the  Rent  Allowance  received  by  an  officer  is  accountable,  and  must  be 
used  to  meet  the  costs  of  renting  an  accommodation,  including  rent,  rates  and 
management  charges  on  the  accommodation. 

1920  The  accommodation  must  be  a  single  domestic  unit  rented  in  the  name  of  the 
officer  with  or  without  a  co-tenant  with  a  stamped  tenancy  agreement  (see 
CSR  1955  below).  Accommodation  rented  in  the  name  of  a  company,  even  if 
the  officer  is  the  proprietor  of  the  company,  will  not  be  accepted.  Adjoining 
independent  units  will  not  be  accepted  unless  the  conversion  to  one  unit  is 
approved  by  the  relevant  authorities. 

1921  An  officer  and  his  spouse  (if  employed  by  the  Government  or  a 
publicly-funded  organisation,  except  where  his  spouse  meets  the  eligibility 
for  the  Non-accountable  Cash  Allowance  under  CSRs  2001(a),  (b),  (d),  (e), 
(f)(i),  (f)(ii)  and  (f)(iv))  will  forfeit  their  eligibility  : 

(a)  for  all  other  civil  service  housing  and  related  benefits,  except  for  the 
Home  Financing  Scheme  and  Home  Purchase  Scheme,  once  the 
officer  commences  to  draw  the  Rent  Allowance  (see  CSR  809(6)); 
and 

(b)  for  further  assistance  under  the  Scheme  if  the  officer  ceases  to  receive 
the  Rent  Allowance  for  more  than  six  months,  unless  he  has  obtained 
prior  written  approval  to  do  so  from  the  Director  of  Accounting 
Services. 
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1922  An  officer  will  cease  to  be  eligible  for  the  Rent  Allowance  Scheme  upon 
transfer  to  the  permanent  and  pensionable  terms.  He  may  apply  to  join  the 
Home  Financing  Scheme  or  the  Home  Purchase  Scheme  in  accordance  with 
CSR  1967  below. 


1923  -  1925 


LIVE-IN  REQUIREMENT 

Aug  1926  An  officer  in  receipt  of  the  Rent  Allowance  shall  comply  with  the  live-in 
2007  requirement  under  CSR  809(7). 


Aug  1927  -  1930 
2007 

PREVENTION  OF  DOUBLE  HOUSING  BENEFITS 

1931  An  officer  may  only  receive  one  housing  benefit  at  any  one  time,  irrespective 
of  whether  it  is  provided  by  the  Government.  A  married  officer  and  his 
spouse  shall  not  receive  more  than  one  housing  benefit  at  any  one  time.  They 

Aug  must  opt  for  either  the  officer’s  housing  benefit  or  those  provided  by  the 

2007  spouse’s  employer  in  accordance  with  CSR  809(2). 

1932  If  the  officer  or  his  spouse  has  once  drawn  benefits  under  any  of  the  housing 
schemes  stipulated  in  CSR  809(l)(b)(vi)(A)  from  the  Government  or  a 

Aug  publicly-funded  organisation  as  defined  in  CSR  809(9)  to  purchase  a 

2007  property,  he  is  not  eligible  to  apply  for  the  Rent  Allowance.  Otherwise, 

notwithstanding  CSR  809(l)(b)(vi)(A),  he  may  still  apply  to  join  the  Rent 
Allowance  Scheme.  But  the  officer's  entitlement  period  under  the  Scheme 
will  be  reduced  by  the  period  of  assistance  he  or  his  spouse  has  obtained  from 
the  Government  or  publicly-funded  organisation. 

1933  If  the  officer  or  his  spouse  has  permanently  ceased  to  be  eligible  for  any 
housing  benefits  under  the  terms  of  employment  in  the  Government  or  a 

Jan  publicly-funded  organisation  in  accordance  with  CSR  809(l)(b)(vi)(C),  he 

2009  will  not  be  eligible  for  the  Rent  Allowance  Scheme  or  indeed  any  civil 

service  housing  or  housing-related  benefits. 


1934-  1935 
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A  married  officer  must  opt,  on  joining  the  Rent  Allowance  Scheme  or  within 
60  days  upon  his  marriage  whichever  date  is  the  later,  for  either  the  officer  to 
receive  the  Rent  Allowance  or  his  spouse  to  receive  housing  benefits 
provided  by  the  spouse’s  employer  in  accordance  with  CSR  809(2),  except 
where  his  spouse  meets  the  eligibility  criteria  for  the  Non-accountable  Cash 
Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)  (see  also 
CSR  2010).  Such  option  should  be  made  on  the  Option  Form  for  Housing 
Benefits. 

If  the  option  under  CSRs  1936  and  1938(a)  is  for  the  officer  to  receive  benefit 
under  the  Rent  Allowance  Scheme,  the  officer’s  spouse  will  forfeit  her 
eligibility  for  other  civil  service  housing  benefits  except  Rent  Allowance 
Scheme/Home  Financing  Scheme/Home  Purchase  Scheme.  If  the  option  is 
for  the  spouse  to  receive  benefit  in  her  own  right,  the  officer  will  forfeit  his 
eligibility  for  other  civil  service  housing  benefit  except  Rent  Allowance 
Scheme/Home  Financing  Scheme  /Home  Purchase  Scheme.  (See  also  CSR 
809(2).) 

If  an  officer  does  not  exercise  his  option  as  required  in  CSR  1936  above,  with 
effect  from  the  day  following  the  expiry  date  for  the  option  - 

(a)  the  officer  will  be  deemed  to  have  opted  to  continue  receiving  his 
benefits  under  the  Rent  Allowance  Scheme  as  from  the  date  of 
marriage;  and 

(b)  if  both  the  officer  and  his  spouse  (if  a  civil  servant)  are  receiving  civil 
service  housing  benefits  before  marriage,  they  will  be  deemed  to  have 
opted  to  receive  the  benefits  of  the  one  who  commenced  to  receive 
civil  service  housing  benefits  earlier  as  from  the  date  of  marriage. 

If  both  the  officer  and  his  spouse  are  eligible  for  the  Rent  Allowance  Scheme 
in  their  own  right,  the  officer  receiving  assistance  under  the  Scheme  may 
apply  to  transfer  such  assistance  to  his  spouse  on  the  following  conditions  - 

(a)  the  spouse  will  draw  the  allowance  from  the  same  scale  that  the 
officer  has  been  drawing  immediately  before  the  transfer  if  she  has 
never  received  the  allowance  in  her  own  right,  until  the  end  of  the 
spouse’s  current  agreement.  However,  if  the  spouse  has  received  the 
allowance  in  her  own  right  before  this  transfer,  she  shall  receive 
allowance  from  her  own  scale  as  determined  in  CSR  1906;  and 

(b)  the  total  period  of  allowance  received  by  the  couple  shall  not  exceed 
an  aggregate  of  120  months  counting  from  the  commencement  date  of 
payment  of  allowance  to  the  officer  or  his  spouse,  whichever  date  is 
the  earlier  (see  also  CSR  809(l)(b)(vi)). 
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1940  Upon  divorce  - 

(a)  an  officer  may  continue  to  receive  the  Rent  Allowance  with  his 
existing  accommodation  for  the  balance  of  his  entitlement  period.  If 
his  ex-spouse  has  been  one  of  the  co-tenants  of  his  accommodation, 
the  Rent  Allowance  payable  to  him  will  be  detennined  again  in 
accordance  with  CSR  1955  below;  and 

(b)  if  the  officer’s  ex-spouse’s  eligibility  for  other  civil  service  housing 
benefits  has  been  forfeited  as  set  out  in  CSRs  1921  and/or  1937,  the 
ex-spouse  may  apply  to  join  the  Rent  Allowance  Scheme,  the  Home 
Financing  Scheme  or  the  Home  Purchase  Scheme  in  her  own  right  if 
she  is  eligible,  and  receive  assistance  under  the  respective  scheme  for 
the  remainder  of  the  officer’s  entitlement  period.  If  the  officer’s 
ex-spouse’s  eligibility  for  other  civil  service  housing  benefits  has  not 
been  forfeited  as  set  out  in  CSRs  1921  and/or  1937,  she  may  apply  to 
receive  such  civil  service  housing  benefits  in  her  own  right. 

Where  an  officer’s  spouse  joins  the  service  while  the  officer  is  receiving 
assistance  under  the  scheme,  the  officer  shall,  within  60  days  from  the  date  of 
his  spouse  enters  service,  report  to  the  Director  of  Accounting  Services  and 
opt  for  either  himself  or  his  spouse  to  receive  civil  service  housing 
benefits/civil  service  housing-related  benefits  (see  CSR  809(2)),  except 
where  the  spouse  meets  the  eligibility  criteria  for  the  Non-accountable  Cash 
Allowance  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv)  (see  also 
CSR  2010). 

1942  -  1945 

APPLICATION 

1946  The  Director  of  Accounting  Services  is  the  approving  authority  under  the 
Rent  Allowance  Scheme.  An  officer  who  meets  the  eligibility  criteria  under 
CSR  1901  above  may  submit  an  application  for  the  Rent  Allowance  to  the 
Director  of  Accounting  Services  through  the  Head  of  his  Department.  The 
following  forms  should  be  submitted  : 


(a) 

Application  for  the  Rent  Allowance  Scheme  (Form  TRY/RAS/1), 
together  with  a  copy  of  the  stamped  tenancy  agreement  and 
self-certified  original  receipts  of  rental  for  the  accommodation; 

Aug 

2007 

(b) 

Declaration  on/Undertaking  to  Surrender  Public  Housing  Benefits 
(TRY/CSH  7)  for  first  time  application  and  upon  marriage; 

(c) 

Statement  on  Housing  and  Housing-related  Benefits  Received  by  An 
Officer/His  Spouse  (G.F.  551);  and 

(d) 

Option  fonn  (Form  TRY/OPTION)(for  married  officer  only). 

1941 


Jan 

2009 


Jan 

2009 
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PAYMENT  OF  RENT  ALLOWANCE 


1951 


Jan 

2009 


1952 


1953 


Aug 

2007 


1954 


Aug 

2007 


1955 


1956 


Payment  of  the  Rent  Allowance  to  the  officer  will  start  - 

(a)  from  the  date  when  the  officer  commences  paying  rent  for  the 
accommodation,  if  he  or  his  spouse  is  not  receiving  any  other  housing 
benefits/public  housing  benefits;  or 

(b)  from  the  date  that  the  officer  or  his  spouse  relinquishes  the  other 
housing  benefits  (except  where  the  spouse  is  receiving  the 
Non-accountable  Cash  Allowance  as  provided  under 
CSRs  2007-2020))/public  housing  benefits,  or  the  date  that  he 
commences  paying  rent  for  the  accommodation,  whichever  is  the 
later,  if  he  or  his  spouse  is  receiving  other  housing  benefits  or  public 
housing  benefits. 

Payment  of  the  allowance  is  made  with  the  officer's  salary  into  his  bank 
account  monthly,  in  Hong  Kong  dollars  and  in  arrears.  The  officer  is 
personally  responsible  for  payment  of  the  actual  costs  of  renting 
accommodation  to  his  landlord  or  other  parties  concerned. 

The  officer  shall  provide  self-certified  original  receipts  to  substantiate  the 
allowance  received  by  him  as  and  when  required  by  the  Director  of 
Accounting  Services.  Failure  to  do  so  may  render  himself  liable  to 
consequences  stipulated  in  CSR  1971  below. 

If  there  is  a  change  in  the  officer's  entitled  rate  in  the  same  scale  of  allowance, 
e.g.  a  change  in  the  costs  of  renting  accommodation,  he  should  submit  an 
application  for  adjustment  of  Rent  Allowance  within  30  days  of  such  change 
or  notification  of  such  change.  The  allowance  will  be  adjusted  with  effect 
from  the  effective  date  of  the  relevant  change. 

The  accommodation  should  be  rented  in  the  name  of  the  officer  with  or 
without  a  co-tenant.  If  the  accommodation  is  rented  with  co-tenant(s),  the 
costs  of  renting  accommodation  will  be  deemed  to  be  equally  shared  among 
the  co-tenants.  The  Rent  Allowance  payable  to  the  officer  may  be  used  to 
cover  his  (and  his  spouse's  if  she  is  a  co-tenant)  share  of  the  costs  of  renting 
accommodation,  but  will  not  exceed  his  entitled  rate. 

The  Rent  Allowance  for  the  last  thirty  days  of  - 

(a)  the  existing  tenancy  agreement; 

(b)  the  officer's  service;  or 

(c)  the  officer's  entitlement, 
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1956  whichever  date  comes  first,  will  be  payable  only  upon  production  of  rental 
(Conf  d)  receipts  or  documentary  proof  showing  that  the  rental  for  the  period  has  been 

made. 

1957  An  officer  should  submit  a  fresh  Application  for  the  Rent  Allowance  Scheme 
at  least  two  months  before  the  following  dates  in  order  that  he  may  continue 
to  receive  the  allowance  afterwards  - 

(a)  the  end  of  his  current  agreement; 

(b)  the  expiry  date  of  his  current  lease;  or 

(c)  the  date  he  intends  to  move  out  of  his  current  accommodation  to 
change  to  another  accommodation, 

whichever  is  the  earlier. 

1958  -  1960 


SUSPENSION  OF  RENT  ALLOWANCE 

1961  An  officer's  Rent  Allowance  will  be  suspended  when  - 

(a)  the  tenancy  agreement  of  the  accommodation  approved  under  the 
scheme  is  terminated  (the  officer  may  apply  to  change  to  another 
accommodation); 

(b)  the  officer  is  on  no-pay  leave,  except  no-pay  sick  leave; 

(c)  the  officer's  pay  is  suspended  for  whatever  reason; 

(d)  the  officer  ceases  to  be  eligible  for  the  allowance  for  whatever  reason; 

(e)  the  officer  leaves  the  service;  or 

(f)  the  officer  fails  to  submit  the  rental  receipts  by  the  specified  date  as 
required  by  the  Director  of  Accounting  Services. 
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Aug 

2007 


1962  An  officer  whose  Rent  Allowance  has  been  suspended  due  to  his  leaving  the 
service  or  ceasing  to  be  eligible  for  the  scheme  may  apply  to  re-join  the 
Scheme  or  to  join  the  Home  Financing  Scheme  or  Home  Purchase  Scheme  in 
future  for  the  balance  of  his  10  years  entitlement  period,  subject  to  - 

(a)  his  eligibility  for  further  benefit  under  the  respective  schemes  not 
having  been  forfeited; 

(b)  his  satisfying  the  eligibility  criteria  for  the  respective  schemes 
prevailing  at  the  time  of  re-joining;  and 

(c)  compliance  with  the  terms  and  conditions  of  the  respective  schemes 
prevailing  at  the  time  of  re-joining. 

1963  -  1965 


TRANSFER  TO  THE  HOME  FINANCING  SCHEME  OR  HOME  PURCHASE 

SCHEME 

1 966  An  officer  in  receipt  of  assistance  under  the  Rent  Allowance  Scheme  may  opt 
irreversibly  to  receive  assistance  under  the  Home  Financing  Scheme  for  the 
balance  of  his  entitlement  period.  He  should  apply  for  the  Home  Financing 
Scheme  in  accordance  with  the  terms  and  conditions  of  the  Scheme  in 
CSR  1600  to  1799. 

1967  An  officer,  who  becomes  ineligible  for  the  Rent  Allowance  Scheme  because 
of  a  change  to  his  salary  point  and/or  transfer  to  the  permanent  terms,  may 
apply  to  join  the  Home  Purchase  Scheme  or  the  Home  Financing  Scheme  in 
accordance  with  the  terms  and  conditions  of  these  schemes,  and  receive 
assistance  under  either  of  these  schemes  for  the  balance  of  his  entitlement 
period.  An  officer  wishing  to  join  the  Home  Purchase  Scheme  should  submit 
application  in  response  to  call  circulars,  in  accordance  with  the  normal 
application  procedures  under  that  scheme. 

1968  -  1970 


CONSEQUENCES  OF  NON-COMPLIANCE 

1971  Officers  receiving  assistance  under  civil  service  housing  benefits  schemes 
including  the  Rent  Allowance  Scheme  should  be  thoroughly  acquainted  with 
and  observe  all  the  terms  and  conditions  under  the  scheme.  If  an  officer 
secures  assistance  under  the  scheme  by  misrepresentation,  fails  to  report 
changes  which  may  affect  his  eligibility  for  the  scheme,  or  fails  to  comply 
with  the  rules  and  regulations  governing  the  payment  of  the  benefits,  he  will 
be  subject  to  consequences  set  out  in  CSR  808. 
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1972  -  1975 


DISCRETION 

1976  The  Director  of  Accounting  Services  shall  have  the  absolute  right  and 
discretion  to  - 

(a)  demand  relevant  information  and  documents  from  the  officer,  his 
department  and  other  relevant  party; 

(b)  recover  any  loan  and  allowance  overpaid  to  or  repayment  due  from 
the  officer,  from  the  officer's  salary  or  any  monies  due  for  whatever 
reason  to  the  officer  or  his  estate  from  the  Government; 

(c)  conduct  record  checks  and  inspections  to  the  accommodation  under 
the  scheme  to  check  the  compliance  with  the  live-in  requirement  at  all 
reasonable  times; 

(d)  give  exceptional  approvals; 

(e)  attach  conditions  where  necessary  while  giving  approvals; 

(f)  refuse  applications;  and 

(g)  suspend  and/or  discontinue  the  assistance  under  the  scheme. 

The  Government  will  not  be  responsible  for  any  loss  that  an  officer  may 
suffer  as  a  result  of  any  action  that  is  required  of  the  officer  in  order  to 
comply  with  the  rules  of  the  Scheme,  and  also  as  a  result  of  any  action  taken 
by  the  Government  under  the  Scheme.  In  the  event  of  dispute,  the  decision  of 
the  Director  of  Accounting  Services  will  be  final. 

1978  Notwithstanding  anything  contained  in  the  Civil  Service  Regulations  on  any 
civil  service  housing  benefit  schemes  including  the  Rent  Allowance  Scheme, 
the  Secretary  for  the  Civil  Service  reserves  the  right  to  alter,  amend  or  make 
exceptions  to  any  of  these  regulations  should  he  at  any  time  consider  this  to 
be  necessary. 


Aug 

2007 

1977 


1979-1999 


Amendment  No.  41(1 0)/2007 
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October  2006 

INTERPRETATION 

2000  In  the  following  regulations  on  Non-accountable  Cash  Allowance  Scheme, 
unless  the  context  otherwise  requires  - 

"allowance"  means  a  Non-accountable  Cash  Allowance  granted  under  the 
Non-accountable  Cash  Allowance  Scheme. 

"Civil  Service  Housing  Benefits",  "Civil  Service  Housing-related  Benefits", 
and  "Housing  Benefits"  refer  to  benefits  stipulated  in  CSR  809(l)(a). 

"Married  officer"  includes  an  officer  separated  from  his  spouse,  and 
"Spouse"  also  includes  a  separated  spouse. 

"Scheme"  means  the  Non-accountable  Cash  Allowance  Scheme. 

Aug  “publicly-funded  organisation(s)”  means  an  organisation  as  defined  in 

2007  CSR809(9). 

Jan  Words  importing  one  gender  shall  include  the  other  gender. 

2009 

Jan  CSRs  2007-2020  are  only  applicable  to  participants  of  the  Scheme  who  are 

2009  offered  appointment  on  the  new  civil  service  terms  on  or  after  1.6.2000  and 

meeting  the  requirements  of  CSRs  2001-2005. 

CSRs  2021-2040  are  only  applicable  to  participants  of  the  Scheme  who 
have  opted  for  the  Scheme  under  CSR  2021,  and  their  spouses  who  are 
eligible  to  receive  the  allowance  under  CSRs  2021-2040. 

Jan  CSRs  2041-2099  are  applicable  to  all  participants  of  the  Scheme. 

2009 


ELIGIBILITY  CRITERIA  FOR  OFFICERS  OFFERED  APPOINTMENT  ON 
THE  NEW  CIVIL  SERVICE  TERMS  ON  OR  AFTER  1.6.2000 

2001  An  officer  who  meets  all  the  following  eligibility  criteria  may  apply  for  the 
Scheme  - 

(a)  (i)  the  officer  is  first  offered  civil  service  terms  of  appointment 

on  or  after  1.6.2000;  or 
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2001  (a)  (ii)  the  officer  is  offered  re-appointment  to  the  Civil  Service  on 

(Cont’d)  civil  service  terms  and  conditions  with  a  break  in  service  on 

or  after  1.6.2000;  and 


Aug 

2007 


(b)  the  officer  has  not  acquired  any  public  housing  benefit  from  the 
Civil  Service  Public  Housing  Quota  under  his  appointment  on  or 
after  1.6.2000;  and 


Jan 

2009 

Aug 

2007 


(c)  (i)  the  officer  is  on  or  above  MPS  34  or  equivalent;  or 

(ii)  the  officer  has  completed  at  least  three  years’  continuous 
service  since  his  current  appointment  and  is  between  MPS  22 
to  33  or  equivalent.  Provision  of  the  allowance  will  be 
subject  to  the  same  quota  system  in  operation  under  the 
Home  Purchase  Scheme  at  CSR  809(1  )(a)(i)(I);  or 


(iii)  the  officer  has  completed  at  least  20  years'  continuous 
service  since  his  current  appointment.  Provision  of  the 
allowance  will  be  subject  to  the  quota  system  as  in  CSR 
200 1  (c)(ii)  above;  and 


Jan 

2009 

(d) 

the  officer  is  not  debarred  from  receiving  assistance  under  the 
Scheme  under  CSR  809(l)(b)(i);  and 

Jan 

2009 

(e) 

the  officer  was  not  debarred  from  receiving  assistance  under  the 
Scheme  under  CSRs  809(1  )(b)(iv)(A)  and  (B),  (vi)(A)  and  (C),  and 
809(6)  before  1.6.2000  insofar  as  - 

(i)  he  and  his  spouse  had  not  revoked  his/her  consent  previously 
given  to  his/her  Civil  Servants’  Co-operative  Building 
Society/Government  Built  Housing  Scheme  to  apply  for 
transfer  of  title,  and  had  not  obtained  a  legal  title  acquired 
through  accepting  the  first  assignment  of  a  lease  to  a  flat  and 
land  which  belonged  at  some  time  to  a  Civil  Servants’ 
Co-operative  Building  Society  to  which  a  government  loan 
had  been  granted  or  to  a  Government  Built  Housing  Scheme 
under  CSR  809(l)(b)(iv)(A)  and  (B)  before  1.6.2000; 
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Jan 

2009 


2001  (e)  (ii)  he  and  his  spouse  had  not  once  received  the  relevant  form  of 

(Cont’d)  housing  benefits  under  CSR  809(1  )(b)(vi)(A)  before 

1.6.2000; 


(iii)  he  and  his  spouse  had  not  pennanently  ceased  to  be  eligible 
for  any  housing  benefits  as  set  out  in  CSR  809(1  )(b)(vi)(C) 
before  1.6.2000;  and 


(iv)  he  and  his  spouse  had  not  once  received  a  relevant  civil 
service  housing  benefit  under  CSR  809(6)  before  1.6.2000; 
and 


(f)  the  officer  is  not  debarred  from  receiving  assistance  under  the 
Scheme  under  CSRs  809(l)(b)(iv)(A)  and  (B),  (vi)(A)  and  (C),  and 
809(6)(a)  and  (b)  on  or  after  1.6.2000  insofar  as  - 

(i)  he  has/had  not  revoked  his  consent  previously  given  to  his 
Civil  Servants’  Co-operative  Building  Society/Government 
Built  Housing  Scheme  to  apply  for  transfer  of  title,  and 
has/had  not  obtained  a  legal  title  acquired  through  accepting 
the  first  assignment  of  a  lease  to  a  flat  and  land  which 
belonged  at  some  time  to  a  Civil  Servants’  Co-operative 
Building  Society  to  which  a  government  loan  has  been 
granted  or  to  a  Government  Built  Housing  Scheme  in  his 
own  right  in  his  employment  with  the  Government  under 
CSRs  809(1  )(b)(iv)( A)  and  (B)  on  or  after  1.6.2000.  For 
the  avoidance  of  doubt,  the  revocation  of  consent  and  the 
receipt  of  relevant  benefits  by  an  officer’s  spouse  in  her  own 
right  in  her  employment  with  the  Government  under 
CSRs  809(l)(b)(iv)(A)  and  (B)  on  or  after  1.6.2000  does  not 
affect  the  officer’s  eligibility  for  the  allowance  under 
CSRs  2007-2020; 

(ii)  he  has  not  once  received  the  relevant  fonn  of  housing 
benefits  in  his  own  right  in  his  employment  with  the 
Government  or  a  publicly-funded  organisation  under 
CSR  809(1  )(b)(vi)(A)  on  or  after  1.6.2000.  For  the 
avoidance  of  doubt,  the  officer’s  spouse’s  receipt  of  such 
benefits  in  her  own  right  in  her  employment  with  the 
Government  or  a  publicly-funded  organisation  under 
CSR  809(1  )(b)(vi)(A)  on  or  after  1.6.2000  does  not  affect  the 
officer’s  eligibility  for  the  allowance  under  CSRs  2007-2020; 
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2009 
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he  has  not  pennanently  ceased  to  be  eligible  for  any  housing 
benefits  in  his  own  right  in  his  employment  with  the 
Government  or  a  publicly-funded  organisation  as  set  out  in 
CSR  809(1  )(b)(vi)(C)  on  or  after  1.6.2000.  For  the 
avoidance  of  doubt,  the  officer’s  spouse’s  permanent 
cessation  of  eligibility  for  any  housing  benefits  in  her  own 
right  in  her  employment  with  the  Government  or  a 
publicly-funded  organisation  under  CSR  809(1  )(b)(vi)(C)  on 
or  after  1.6.2000  does  not  affect  the  officer’s  eligibility  for 
the  allowance  under  CSRs  2007-2020;  and 

(iv)  he  has  not  once  received  a  relevant  civil  service  housing 
benefit  in  his  own  right  in  his  employment  with  the 
Government  under  CSRs  809(6)(a)  and  (b)  on  or  after 
1.6.2000.  For  the  avoidance  of  doubt,  the  officer’s  spouse’s 
receipt  of  a  relevant  civil  service  housing  benefit  in  her  own 
right  in  her  employment  with  the  Government  under 
CSRs  809(6)(a)  and  (b)  on  or  after  1.6.2000  does  not  affect 
the  officer’s  eligibility  for  the  allowance  under  CSRs 
2007-2020  such  that  CSR  809(6)(c)  does  not  apply  to  the 
officer  on  or  after  1 .6.2000. 


2002  -  2005 


PREVENTION  OF  DOUBLE  HOUSING  BENEFITS  FOR  ELIGIBLE 
PARTICIPANTS  OFFERED  APPOINTMENT  ON  THE  NEW  CIVIL  SERVICE 
TERMS  ON  OR  AFTER  1.6.2000 

2006  An  officer  may  only  receive  one  housing  benefit  at  any  one  time, 
irrespective  of  whether  it  is  provided  by  the  Government. 

2007  Notwithstanding  the  rules  on  prevention  of  double  housing  benefit  in 
CSRs  809(1  )(b)(ii),  809(1  )(b)(iv)(C),  809(l)(b)(v)  and  809(2),  an  officer 
will  still  be  eligible  for  the  Scheme  - 


2001  (f)  (iii) 

(Cont’d) 


(a)  even  if  he  is  receiving  any  public  housing  benefit  other  than  that 
mentioned  in  CSR  2001(b)  and/or  his  spouse  is  receiving  any 
public  housing  benefit.  He  shall  have  to  relinquish  his  public 
housing  benefit  when  he  ceases  to  receive  the  allowance  under 
CSRs  2007-2020  if  his  spouse  receives  other  civil  service  housing 
benefits;  if  his  spouse  receives  the  allowance  under 
CSRs  2021-2040,  see  also  CSR  2023(d);  or 
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Jan  2007  (b)  even  if  his  spouse  is  - 

2009  (Cont’d) 

(i)  receiving  housing  benefits  from  her  employer  (including  the 
Government,  any  publicly-funded  organisation  and  private 
firms);  or 

(ii)  a  member  of  a  current  or  dissolved  Civil  Servants’ 
Co-operative  Building  Society,  or  underlessee  of  a  current  or 
dissolved  Government  Built  Housing  Scheme. 

2008  An  officer  will  forfeit  his  eligibility  for  all  other  civil  service  housing  and 
Jan  housing-related  benefits  set  out  in  CSR  809(l)(a)(i)  and  (ii)  once  he 

2009  commences  to  draw  the  allowance,  irrespective  of  any  break  in  service  (see 

CSR  809(6)). 


Jan  2009  An  eligible  officer  may  receive  the  allowance  for  a  maximum  aggregate 
2009  period  of  120  months  during  his  service  with  the  Government,  irrespective 

of  whether  the  service  with  the  Government  is  broken. 


Jan  2010  An  eligible  officer  is  not  required  to  make  an  option  under  CSR  809(2). 
2009 


2011  -2015 


ALLOWANCE  FOR  ELIGIBLE  MARRIED  OFFICERS  OFFERED 
APPOINTMENT  ON  THE  NEW  CIVIL  SERVICE  TERMS  ON  OR  AFTER 
1.6.2000 

2016  If  both  the  officer  and  his  spouse  are  eligible  for  the  Scheme,  both  of  them 
may  receive  the  allowance  in  their  own  right. 


2017-2020 
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Jan 
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OFFICERS  OPTING  FOR  THE  SCHEME  UNDER  CSR2021  AND  THEIR 

SPOUSES 

Option  for  the  Scheme 

2021  An  officer  who  meets  the  eligibility  criteria  for  the  Accommodation 
Allowance  Scheme  as  set  out  in  CSRs  1805-1809  may  opt  to  join  the 
Scheme  provided  that  the  rate  of  allowance  payable  under  CSR  2042  when 
the  officer  commences  to  draw  the  allowance  is  no  higher  than  the 
corresponding  rate  of  Accommodation  Allowance  applicable  to  the  officer’s 
substantive  salary  point,  i.e.  the  officer  is  ineligible  for  opting  for  the 
Scheme  if  the  rate  of  allowance  payable  to  him  is  higher  than  the 
corresponding  rate  of  Accommodation  Allowance.  He  must  submit  an 
application  for  the  allowance  to  the  Director  of  Accounting  Services 
through  the  Head  of  his  Department  on  the  prescribed  form 
(TRY/NCA  (AAS)l). 

2022  An  application  for  joining  the  Scheme,  if  accepted  by  the  Director  of 
Accounting  Services,  is  irrevocable. 


Prevention  of  double  housing  benefits 

2023  An  officer  who  has  been  approved  to  receive  the  allowance  under 
CSRs  2021-2040  is  subject  to  the  rules  on  prevention  of  double  housing 
benefits  set  out  in  CSR  809  and  the  exceptions  to  CSR  809  as  set  out  in 
CSR  2007  above  are  not  applicable  to  him,  irrespective  of  any  break  in 
service.  The  main  circumstances  are  as  follows  - 

(a)  he  may  only  receive  one  housing  benefit  at  any  one  time, 
irrespective  of  whether  or  not  the  housing  benefit  is  provided  by 
Government; 

(b)  he  shall  irrevocably  forfeit  his  and  his  spouse’s  (if  his  spouse  is 
employed  by  the  Government  or  a  publicly-funded  organisation) 
eligibility  for  all  other  civil  service  housing  and  housing-related 
benefits  with  effect  from  the  date  of  approval  by  the  Director  of 
Accounting  Services,  irrespective  of  any  break  in  service.  He  and 
his  spouse  (if  his  spouse  is  employed  by  the  Government  or  a 
publicly-funded  organisation,  except  where  his  spouse  meets  the 
eligibility  criteria  for  the  allowance  under  CSRs  2001(a),  (b),  (d), 
(e),  (f)(i),  (f)(u)  and  (f)(iv))  are  also  ineligible  for  receiving  the 
allowance  under  CSRs  2007-2020,  irrespective  of  any  break  in 
service.  They  may  only  receive  the  allowance  under 
CSRs  2021-2040.  If  he  is  single  or  his  spouse  is  not  employed  by 
the  Government  or  a  publicly-funded  organisation  when  he 
commences  to  receive  the  allowance,  please  refer  to 
CSRs  2027-2030  below; 
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2023  (c)  he  will  be  ineligible  for  the  allowance  if  his  spouse  is  receiving 

(Cont’d)  housing  benefits  from  her  employer,  except  where  his  spouse  is  an 

officer  offered  appointment  on  the  new  civil  service  terms  on  or 
after  1.6.2000  and  is  receiving  the  allowance  under 
CSRs  2007-2020; 


Jan 

2009 


(d)  he  will  be  ineligible  for  the  allowance  if  he  or  his  spouse  is 
receiving  any  public  housing  benefits  acquired  through  the  Civil 
Service  Public  Housing  Quota,  except  where  his  spouse  meets  the 
eligibility  criteria  for  the  allowance  under  CSRs  2001(a),  (b),  (d), 
(e),  (f)(i),  (f)(ii)  and  (f)(iv)  and  is  exempted  from  relinquishing  her 
public  housing  benefits  under  CSR  2007(a)  while  receiving  the 
allowance  according  to  CSRs  2007-2020;  and 

(e)  he  may  receive  the  allowance  up  to  a  maximum  aggregate  period  of 
120  months,  or  up  to  the  60th  day  of  his  final  leave  before  leaving 
the  service,  or  up  to  the  date  he  leaves  Hong  Kong  upon  leaving  the 
service,  whichever  date  comes  first.  If  he  has  once  opted  for  his 
spouse’s  housing  benefits  after  having  commenced  to  draw  the 
allowance,  provided  he  is  not  debarred  from  receiving  assistance 
under  the  Scheme  under  CSRs  809(l)(b)  and  809(6),  his 
entitlement  to  the  allowance  will  further  be  reduced  by  the  period 
of  the  allowance  received  by  his  spouse  under  CSRs  2021-2040. 
(See  also  CSRs  2027-2030,  2033(b),  2034  and  2035  below.) 


2024  -  2025 


Reporting  changes  in  marital  status 

2026  An  officer  in  receipt  of  the  allowance  under  CSRs  2021-2040  shall,  within 
60  days,  report  in  writing  to  the  Director  of  Accounting  Services  any 
change  in  his  marital  status. 


Allowance  for  married  officers 

Jan  2027  Except  where  his  spouse  meets  the  eligibility  criteria  for  the  allowance 
2009  under  CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv),  an  officer  in 

receipt  of  the  allowance  under  CSRs  2021-2040  must  make  an  option  for 
either  his  or  his  spouse’s  housing  benefits  within  60  days  of  marriage  in 
accordance  with  CSR  809(2)  (see  also  CSR  2010).  The  option  should  be 
made  on  the  prescribed  option  form  (TRY/NCA(AAS)2). 


Amendment  No.  35(7)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 


2028  If  the  option  under  CSRs  2027  and  2029  is  for  the  officer  to  receive 
allowance  under  the  Scheme,  the  officer’s  spouse  (if  his  spouse  is  employed 
by  the  Government  or  a  publicly-funded  organisation)  will  forfeit  her 
eligibility  for  all  other  civil  service  housing  and  housing-related  benefits. 
The  officer  and  his  spouse  may  only  apply  to  receive  the  allowance  in 
accordance  with  CSRs  2021-2040,  irrespective  of  any  break  in  service, 
subject  to  their  meeting  the  eligibility  criteria  of  the  Scheme  as  set  out  in 
Jan  CSRs  2021,  2032  or  2034  as  appropriate. 

2009 


2029  If  an  officer  does  not  exercise  his  option  as  required  under  CSR  2027 
above,  with  effect  from  the  day  following  the  expiry  date  for  the  option  - 


Jan 

2009 


(a)  the  officer  will  be  deemed  to  have  opted  to  continue  to  receive  the 
allowance  with  effect  from  the  date  of  marriage  for  circumstances 
other  than  (b)  below;  or 

(b)  if  his  spouse  is  receiving  the  allowance  under  CSRs  2021-2040  or  a 
civil  service  housing  benefit  that  is  subject  to 
CSR  809(1  )(b)(iv)(A)-(B),  809(1  )(b)(vi)  or  809(6)(a)(i)-(iii),  or  has 
opted  for  the  Home  Financing  Scheme  under  CSRs  1605-1609,  the 
officer  and  his  spouse  will  be  deemed  to  have  opted  to  receive  the 
benefits  of  the  one  who  commenced  to  receive  housing  benefit 
earlier  (if  the  spouse’s  housing  benefit  does  not  have  a  limited 
entitlement  period)  or  has  shorter  remaining  housing  benefit 
entitlement  period  (if  the  spouse’s  housing  benefit  has  a  limited 
entitlement  period)  with  effect  from  the  date  of  marriage. 


2030  Where  an  officer’s  spouse  joins  the  Government  after  the  officer  has 
Jan  commenced  to  draw  the  allowance  under  CSRs  2021-2040,  except  where 

2009  his  spouse  meets  the  eligibility  criteria  for  the  allowance  under 

CSRs  2001(a),  (b),  (d),  (e),  (f)(i),  (f)(ii)  and  (f)(iv),  the  officer  shall,  within 
60  days,  report  in  writing  to  the  Director  of  Accounting  Services  and  opt  for 
either  himself  or  his  spouse  to  receive  housing  benefits  in  accordance  with 
the  terms  set  out  in  CSRs  2027-2029  above  (see  also  CSR  2010). 


Amendment  No.  35(8)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 


Jan 

2009 


Jan 

2009 


2031  If  his  spouse  has  received  any  housing  benefits  during  the  60-day  option 
period  under  CSR  2027  or  2030  while  the  officer  receives  the  allowance 
under  CSRs  2021-2040,  depending  on  the  option  of  the  couple  under 
CSRs  2027-2030,  the  officer  or  his  spouse  has  to  refund  such  housing 
benefits  to  the  respective  approving  authority  within  14  days  from  the  day 
following  the  expiry  date  of  the  option  period.  If  his  spouse  is  receiving 
housing/housing-related  benefits  other  than  civil  service  housing 
benefits/civil  service  housing-related  benefits,  the  officer  and  his  spouse 
should  consult  his  spouse’s  employer(s)  on  the  tenns  and  conditions  of  such 
provision,  particularly  whether  the  employer(s)  will  allow  his  spouse  to 
refund  the  housing  benefits  received  during  the  60-day  option  period.  If 
his  spouse’s  employer(s)  will  not  allow  his  spouse  to  refund  the  benefits 
received,  depending  on  their  option,  his  spouse  shall  have  to  cease  to 
receive  her  benefits  before  their  marriage.  If  no  refund  is  made  within  the 
specified  period,  the  officer  and  his  spouse  (if  a  civil  servant)  will  be 
regarded  as  having  breached  CSR  2023(c)  and  will  be  subject  to  the 
consequences  of  non-compliance  as  set  out  in  CSR  208 1 . 

2032  The  officer  receiving  the  allowance  under  CSRs  2021-2040  may  seek  the 
Director  of  Accounting  Services’  written  approval  to  transfer  such 
assistance  to  his  spouse  on  the  conditions  set  out  in  CSR  2033  below  if  his 
spouse  was  eligible  for  the  Accommodation  Allowance  Scheme  in  her  own 
right  but  has  forfeited  her  eligibility  for  the  Accommodation  Allowance 
Scheme  merely  because  of  the  receipt  of  the  allowance  under 
CSRs  2021-2040  by  the  officer  during  their  marriage. 

2033  The  officer’s  spouse  covered  by  the  transfer  under  CSR  2032  will  draw 
allowance  under  CSRs  2021-2040  for  the  balance  of  the  officer’s  or  her 
remaining  entitlement  period,  whichever  is  the  less,  at  a  rate  appropriate  to 
her  substantive  salary  point  on  the  relevant  scale  of  rates  as  follows  - 

(a)  (i)  if  the  officer’s  spouse  has  never  drawn  allowance  in  her 

own  right  before  this  transfer,  on  the  same  scale  of  rates  that 
the  officer  has  been  drawing.  However,  if  the  officer  has 
commenced  to  receive  the  allowance  on  or  above  MPS  34 
or  equivalent  but  his  spouse  is  receiving  salary  below 
MPS  34  or  equivalent  at  the  time  of  transfer,  the  spouse 
shall  draw  allowance  on  the  scale  for  officers  who  start  to 
draw  the  allowance  below  MPS  34  or  equivalent  that  was 
prevailing  when  the  officer  started  to  draw  allowance  on  his 
current  scale;  or 


Amendment  No.  35(9)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 


2033  (a) 

(Cont’d) 


(ii)  if  the  officer’s  spouse  has  once  drawn  the  allowance  in  her 
own  right  before  this  transfer,  on  the  scale  prevailing  when 
the  officer’s  spouse  first  drew  the  allowance  or  on  the  scale 
applicable  under  CSR  2043,  whichever  is  the  less;  and 


(b)  the  total  period  of  housing  benefits  received  by  the  couple  under  the 
Scheme  counting  from  the  commencement  date  of  payment  of  the 
allowance  to  the  officer  or  his  spouse,  whichever  is  the  earlier,  shall 
not  exceed  the  maximum  entitlement  period  set  out  in  CSR  2023(e) 
above. 


2034  Upon  divorce  - 


(a)  the  officer  may  continue  to  receive  the  allowance  on  the  scale  of 
rates  he  has  been  drawing  for  the  remainder  of  his  entitlement 
period;  and 


Jan 

2009 


(b)  if  the  officer’s  ex-spouse’s  eligibility  for  civil  service  housing 
benefits  other  than  the  allowance  under  CSRs  2021-2040  has  been 
forfeited  as  set  out  in  CSRs  2023(b)  and/or  2027-2030,  the  officer’s 
ex-spouse  may  apply  to  draw  the  allowance  under  CSRs  2021-2040 
in  her  own  right  and  receive  the  allowance  for  the  remainder  of  the 
officer’s  or  her  entitlement  period,  whichever  is  the  less,  subject  to 
her  meeting  the  eligibility  criteria  set  out  in  CSR  2032.  The 
officer’s  ex-spouse  may  receive  allowance  on  the  scale  of  rates  in 
accordance  with  the  terms  set  out  in  CSR  2033(a).  If  the  officer’s 
ex-spouse’s  eligibility  for  civil  service  housing  benefits  other  than 
the  allowance  under  CSRs  2021-2040  has  not  been  forfeited  as  set 
out  in  CSRs  2023(b)  and/or  2027-2030,  she  may  apply  to  receive 
such  civil  service  housing  benefits  in  her  own  right. 


Amendment  No.  35(10)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 
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2035  An  officer  is  not  allowed  to  suspend  his  allowance  except  where  he  opts  for 
his  spouse’s  housing  benefits  or  transfers  the  allowance  to  his  spouse  or 
under  other  circumstances  specified  in  CSRs  2043  and  2077  below  (see 
CSR2076).  In  case  he  opts  for  his  spouse’s  housing  benefits  under 
CSRs  2027-2030  or  transfers  his  allowance  to  his  spouse  under  CSR2033, 
he  has  to  resume  to  draw  the  allowance  in  his  own  right  within  six  months 
from  his  spouse’s  cessation  of  her  housing  benefits  if  he  is  eligible  for  the 
allowance.  Otherwise,  he  and  his  spouse  (if  his  spouse  is  employed  by  the 
Government  or  a  publicly-funded  organisation)  shall  be  regarded  as  having 
left  the  Scheme  permanently  and  shall  be  ineligible  for  further  civil  service 
housing  and  housing-related  benefits  during  their  remaining  service, 
irrespective  of  any  break  in  service.  If  his  spouse  has  not  received  any 
housing  benefits  during  the  suspension  period,  the  officer  shall  be  regarded 
as  having  left  the  Scheme  pennanently;  the  officer  and  his  spouse  (if  his 
spouse  is  employed  by  the  Government  or  a  publicly-funded  organisation) 
shall  be  ineligible  for  further  civil  service  housing  and  housing-related 
benefits  during  their  remaining  service,  irrespective  of  any  break  in  service. 


2036  -  2040 


ASSISTANCE  UNDER  THE  NON-ACCOUNTABLE  CASH  ALLOWANCE 
SCHEME  (applicable  to  all  Scheme  participants) 

2041  The  allowance  is  non-accountable.  Recipient  of  the  allowance  is  not 
subject  to  CSR  809(7). 


2042  There  will  be  two  scales  of  rates  for  the  Scheme:  one  for  officers  who  start 
to  draw  the  allowance  on  or  above  MPS  34  or  equivalent  and  one  for 
officers  who  start  to  draw  the  allowance  below  MPS  34  or  equivalent.  The 
rates  of  allowance  are  set  out  at  CSR  Annexes  14.1  and  14.2.  An  officer 
may  receive  an  allowance  applicable  to  his  substantive  salary  point  on  the 
respective  scale  of  allowance  prevailing  on  the  date  of  his  commencement 
to  receive  the  allowance.  If  he  starts  to  draw  the  allowance  below  MPS  34 
or  equivalent,  he  will  not  be  allowed  to  switch  to  the  scale  of  rates  for 
officers  who  start  to  draw  allowance  on  or  above  MPS  34  or  equivalent 
even  if  he  subsequently  reaches  MPS  34  or  above  or  equivalent. 


Amendment  No.  35(1 1)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 


2043  An  officer  shall  remain  on  the  scale  of  rates  prevailing  when  he  first  drew 
the  allowance  throughout  the  entitlement  period,  except  under  the  following 
circumstances  - 


Aug 

2007 


(a)  he  re-joins  the  Scheme  with  a  break  in  service.  He  shall  receive 
allowance  for  the  balance  of  his  remaining  entitlement  (if  any)  from 
the  scale  of  rates  applicable  to  him  when  he  first  drew  the  allowance 
or  that  prevailing  when  he  resumes  drawing  the  allowance  under  the 
current  service,  whichever  is  the  less;  and 

(b)  he  has  started  to  draw  allowance  on  or  above  MPS  34  or  equivalent 
but  his  salary  subsequently  falls  below  MPS  34  or  equivalent  for 
whatever  reasons  (e.g.  demotion,  transfer  to  other  grades, 
re-appointment  to  the  service,  etc)  - 

(i)  he  may  draw  allowance  from  the  scale  of  rates  for  officers  who 
start  to  draw  allowance  below  MPS  34  or  equivalent  prevailing 
when  he  first  drew  the  allowance  or  that  prevailing  when  he 
resumes  drawing  the  allowance  upon  re-appointment  to  the 
service  with  a  break,  whichever  is  the  less.  He  is  not  allowed 
to  switch  back  to  the  scale  for  officers  who  start  to  draw 
allowance  on  or  above  MPS  34  or  equivalent  even  if  he 
subsequently  reaches  MPS  34  or  above  or  equivalent  again, 
irrespective  of  whether  there  is  any  break  in  service;  or 

(ii)  he  may  suspend  his  allowance  until  he  reaches  MPS  34  or 
above  or  equivalent  again. 

He  has  to  inform  the  Director  of  Accounting  Services  in  writing  of 
his  option  within  30  days  from  the  change  or  notification  of  the 
change,  whichever  is  the  later,  if  he  is  a  current  recipient  or  within  six 
months  from  his  meeting  the  eligibility  for  the  Scheme  if  he  has 
commenced  to  draw  the  allowance  before  the  leaving  the  service  and 
re-joins  the  service  with  a  break  (see  also  CSR2056).  He  may 
subsequently  apply  to  change  from  (b)(ii)  to  (b)(i)  but  not  vice  versa. 
Otherwise,  he  will  be  regarded  as  having  opted  for  (b)(i)  and  will  not 
be  allowed  to  opt  for  (b)(ii). 


2044  -  2050 


Amendment  No.  35(12)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 


APPLICATION  (applicable  to  all  Scheme  participants) 

2051  The  Director  of  Accounting  Services  is  the  approving  authority  under  the 
Scheme. 


New  Joinee 

2052  An  officer  who  is  on  or  above  MPS  34  or  equivalent  and  meets  the 
eligibility  criteria  under  CSRs  2001-2005,  or  an  officer  who  meets  the 
eligibility  criteria  under  CSR2021  or  2032  (irrespective  of  salary  point), 
may  submit  an  application  for  the  allowance  to  the  Director  of  Accounting 
Services  through  his  Head  of  Department  on  the  prescribed  form 
(TRY/NCA  or  TRY/NCA(AAS)1  as  appropriate;  see  CSR  2021  above). 

2053  An  officer  who  is  below  MPS  34  or  equivalent  and  meets  the  eligibility 
criteria  under  CSRs  2001-2005  above  may  submit  application  in  response  to 
call  circulars  to  be  issued  by  Treasury.  Provision  of  the  allowance  is 
subject  to  the  same  quota  system  in  operation  under  the  Home  Purchase 
Scheme. 


2054-2055 


Re-joinee 

2056  An  officer  who  has  commenced  to  receive  the  allowance  before  leaving  the 
service  and  subsequently  re-join  the  service  will  only  be  eligible  for 
re-joining  the  Scheme  subject  to  his  meeting  the  eligibility  criteria  at 
CSRs  2001-2005.  The  officer,  irrespective  of  salary  point,  is  required  to 
submit  an  application  on  the  prescribed  form  set  out  at  CSR  2052  to  the 
Director  of  Accounting  Services  within  six  months  from  the  date  of  his 
attaining  the  eligibility  (see  also  CSR  2043)  to  receive  allowance  for  the 
balance  of  his  entitlement  period,  if  any  [see  CSRs  2009  or  2023(e)  for  his 
remaining  entitlement  as  appropriate].  If  he  does  not  submit  the 
application  as  required,  he  will  be  deemed  to  have  left  the  Scheme 
pennanently  and  will  cease  to  be  eligible  for  further  assistance  under  the 
Scheme  unless  he  has  obtained  prior  written  approval  from  the  Director  of 
Accounting  Services  for  an  extension.  Any  application  for  extension 
should  be  submitted  to  and  received  by  the  Director  of  Accounting  Services 
within  six  months  from  the  date  of  his  attaining  the  eligibility  to  receive  the 
allowance. 


Amendment  No.  35(13)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 
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2057  If  the  officer  has  once  drawn  the  allowance  under  CSRs  2021-2040  or  the 
officer’s  eligibility  for  the  allowance  under  CSRs  2007-2020  has  been 
forfeited  under  CSR  2023(b)  and/or  2027-2034  due  to  his  spouse’s  receipt 
of  the  allowance  under  CSRs  2021-2040,  he  is  ineligible  for  receiving  the 
allowance  under  CSRs  2007-2020  irrespective  of  any  break  in  service. 
Subject  to  his  meeting  CSR  2056,  he  may  only  apply  to  receive  the 
allowance  for  the  balance  of  his  entitlement  (if  any)  in  accordance  with 
CSRs  2021-2040. 


2058  -  2065 


PAYMENT  OF  ALLOWANCE  (applicable  to  all  Scheme  participants) 

2066  Payment  of  the  allowance  to  the  officer  will  start  - 

(a)  from  the  date  of  approval  by  the  Director  of  Accounting  Services  if 
he  is  a  new  joinee  of  the  Scheme;  or 

(b)  from  the  date  that  the  officer  relinquishes  the  other  housing  benefits 
if  he  is  receiving  other  housing  benefits  from  his  current/previous 
employer(s);  or 

(c)  from  the  date  the  officer’s  spouse  relinquishes  the  housing  benefits 
provided  by  her  employer  (for  an  officer  who  applies  for  the 
allowance  under  CSRs  2021-2040  only)  (see  also  CSR  2023(c));  or 

(d)  from  the  date  that  the  officer  relinquishes  his  and/or  his  spouse’s 
public  housing  benefits  acquired  through  the  Civil  Service  Public 
Housing  Quota  (for  an  officer  who  applies  for  the  allowance  under 
CSRs  2021-2040  only)  (see  also  CSR  2023(d)), 

whichever  date  comes  later. 


2067  If  the  officer  is  approved  by  the  Director  of  Accounting  Services  to  re-join 
the  Scheme  under  CSR  2056,  he  will  resume  to  draw  the  allowance  - 

(a)  from  the  date  of  his  attaining  the  eligibility  criteria  in  the  current 
appointment;  or 

(b)  from  the  date  specified  in  CSR  2066  (b)  to  (d)  above  as  appropriate, 
whichever  date  comes  later. 


Amendment  No.  35(14)/2008 
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2068  The  allowance  payable  to  an  officer  shall  be  credited  monthly  in  arrears  to 
his  salary  account. 

2069  If  there  is  a  change  in  an  officer's  entitled  rate  due  to  a  change  in  salary 
point  (other  than  through  incremental  progression  or  promotion),  he  has  to 
report  in  writing  such  change  to  the  Director  of  Accounting  Services  within 
30  days  of  such  change  or  notification  of  such  change.  His  allowance  will 
be  adjusted  with  effect  from  the  effective  date  of  the  relevant  change. 

2070  Where  a  change  in  an  officer’s  salary  occurs  on  a  day  other  than  the  first 
day  of  a  month  results  in  a  change  in  the  rate  of  the  allowance,  his 
entitlement  to  the  allowance  in  respect  of  that  month  shall  be  detennined  on 
a  pro-rata  basis. 

2071  The  officer  is  required  to  report  in  writing  to  the  Director  of  Accounting 
Services  through  his  Head  of  Department  within  30  days  any  change  in 
circumstances  that  affect  his  eligibility  for  the  allowance.  The  Director  of 
Accounting  Services  shall  be  entitled  to  recover  any  overpayment  and 
interest  thereon  by  deduction  from  the  officer's  salary  or  any  monies  due  to 
him  from  the  Government  or  by  demanding  repayment  from  him. 


2072  -  2075 


SUSPENSION  OF  ALLOWANCE  (applicable  to  all  Scheme  participants) 

2076  An  officer  is  not  allowed  to  suspend  his  allowance  once  he  has  commenced 
to  draw  the  allowance,  save  for  the  circumstances  prescribed  in  CSRs  2035, 
2043  and  2077. 

2077  An  officer's  allowance  will  be  suspended  when  - 

(a)  the  officer  is  on  no-pay  leave,  except  no-pay  sick  leave; 

(b)  the  officer's  pay  is  suspended  for  whatever  reason; 

(c)  the  officer  ceases  to  be  eligible  for  the  allowance  for  whatever 
reason;  or 

(d)  the  officer  leaves  the  service. 

2078  -  2080 


Amendment  No.  35(15)/2008 


CHAPTER  XIV  -  NON-ACCOUNT  ABLE  CASH  ALLOWANCE  SCHEME 


CONSEQUENCES  OF  NON-COMPLIANCE  (applicable  to  all  Scheme 
participants) 

208 1  Officers  receiving  assistance  under  the  Scheme  should  thoroughly  acquaint 
themselves  with  and  observe  all  the  terms  and  conditions  under  the  Scheme. 
If  an  officer  secures  assistance  under  the  Scheme  by  misrepresentation,  fails 
to  report  changes  which  may  affect  his  eligibility  for  the  Scheme,  or  fails  to 

Aug  comply  with  the  rules  and  regulations  governing  the  payment  of  the 

2007  allowance,  he  will  be  subject  to  consequences  set  out  in  CSR  808. 

2082  -  2085 


DISCRETION  (applicable  to  all  Scheme  participants) 

2086  The  Director  of  Accounting  Services  shall  have  the  absolute  right  and 
discretion  to  - 

(a)  demand  relevant  information  and  documents  from  the  officer,  his 
department  and  other  relevant  party; 

(b)  recover  any  allowance  overpaid  to  or  repayment  due  from  the  officer 
by  deduction  from  the  officer's  salary  or  any  monies  due  for 
whatever  reason  to  the  officer  or  his  estate  from  the  Government  or 
by  demanding  repayment  from  him; 

(c)  conduct  record  checks; 

(d)  give  exceptional  approvals; 

(e)  attach  conditions  where  necessary  while  giving  approvals; 

(f)  refuse  applications;  and 

(g)  suspend  and/or  discontinue  the  assistance  under  the  Scheme. 

The  Government  will  not  be  responsible  for  any  loss  that  an  officer  may 
suffer  as  a  result  of  any  action  that  is  required  of  the  officer  in  order  to 
comply  with  the  rules  of  the  Scheme,  and  also  as  a  result  of  any  action 
taken  by  the  Government  under  the  Scheme.  In  the  event  of  dispute,  the 
decision  of  the  Director  of  Accounting  Services  will  be  final. 

2088  Notwithstanding  anything  contained  in  the  Civil  Service  Regulations  on  any 
civil  service  housing  benefit  schemes  including  the  Non-accountable  Cash 
Allowance  Scheme,  the  Secretary  for  the  Civil  Service  reserves  the  right  to 
alter,  amend  or  make  exceptions  to  any  of  these  regulations  should  he  at  any 
time  consider  this  to  be  necessary. 

2089  -  2099 


Aug 

2007 

2087 
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1.  GENERAL 

( 1 )  Categories  of  appointment 

There  are  five  broad  categories  of  appointment,  i.e.  to  - 

(a)  offices  paid  on  Model  I  Pay  Scale; 

(b)  non-directorate  offices  with  a  maximum  monthly  salary  up  to  and 
including  Point  25  of  the  Master  Pay  Scale  or  its  equivalent; 

(c)  non-directorate  offices  with  a  maximum  monthly  salary  at  and 
above  Point  26  of  the  Master  Pay  Scale  or  its  equivalent  (except 
those  at  the  basic  ranks  of  non-degree  entry  and  non-professional 
grades  for  recruitment  purposes),  under  the  purview  of  the  Public 
Service  Commission; 

(d)  Directorate  offices;  and 

(e)  offices  statutorily  excluded  from  the  purview  of  the  Public  Service 
Commission  (such  as  offices  with  a  maximum  monthly  salary  at 
and  above  Point  26  of  the  Master  Pay  Scale  or  its  equivalent  at  the 
basic  ranks  of  non-degree  entry  and  non-professional  grades  for 
recruitment  purposes,  the  judicial  service  and  the  disciplined  ranks 
of  the  Hong  Kong  Police  Force). 

The  authorities  for  appointment  to  these  offices  are  set  out  in  CSR  103, 
and  the  methods  of  making  appointments  are  set  out  in  CSR  106. 

(2)  Direct  appointment  without  advertisement 

The  prior  approval  of  the  Secretary  for  the  Civil  Service  on  the  advice  of 
the  Public  Service  Commission  is  required  for  making  a  direct 
appointment  without  advertisement  to  all  offices  in  category  (d). 
Departments  should  seek  the  advice  of  the  Public  Service  Commission 
direct  on  a  proposal  of  direct  appointment  without  advertisement  to  a  non¬ 
directorate  office  in  category  (c)  before  any  interview  is  arranged. 

(3)  Forward  planning  for  recruitment 

Recruitment  takes  time.  Departments  should  plan  and  initiate  action  to 
recruit  well  in  advance  of  the  occurrence  of  vacancies. 
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ACTION  WHEN  A  VACANCY  ARISES  :  ALL  CATEGORIES  OF 
APPOINTMENTS 

(1)  Departmental  Grades 

Matters  to  be  considered,  in  order,  are  - 

(a)  whether  an  appointment  has  to  be  made  to  the  vacancy  or 
whether  it  can  remain  unfilled; 

(b)  if  an  appointment  must  be  made,  whether  the  vacancy  can  be 
filled  by  the  promotion  of  an  officer  from  a  lower  rank  in  the 
same  grade; 

(c)  if  the  vacancy  cannot  be  filled  by  promotion,  whether  a 
recruitment  exercise  needs  to  be  conducted  to  fill  the  vacancy. 
If  so,  the  recruitment  exercise  should  be  conducted  in  a  fair  and 
objective  manner.  The  vacancies  should  be  publicized  in 
appropriate  channels  taking  into  account  the  target  pool  of 
candidates;  and 

(d)  direct  appointment  from  outside  the  civil  service  should  be 
arranged  only  if  there  are  no  or  insufficient  number  of  suitable 
and  meritorious  officers  available  for  promotion  or  transfer  to 
fill  the  vacancy. 

(Note  -  When  considering  making  an  appointment  to  a  vacancy, 
Heads  of  Departments/Grades  should  - 

(i)  take  into  account  the  life-span  of  the  vacancy.  A  vacancy 
with  a  limited  life-span  should  normally  be  filled  on  a 
temporary  basis.  It  may  be  filled  on  a  permanent  basis 
only  in  circumstances  where,  before  it  lapses,  a  permanent 
post  which  can  be  filled  on  a  permanent  basis  is  available 
to  accommodate  the  appointee;  and 

(ii)  check  the  Guide  to  Appointment  to  ensure  that  it  is  up-to- 
date.  Enquiries  about  the  standard  of  an  alternative 
qualification,  and  requests  for  advice  on  qualifications, 
should  be  addressed  to  the  Qualification  Section  of  the 
Civil  Service  Bureau.  The  Appointments  Division  of  the 
Civil  Service  Bureau  should  be  consulted  on  any  proposal 
to  amend  a  Guide  to  Appointment,  and  the  advice  of  the 
Public  Service  Commission  should  be  sought  where 
necessary.) 
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(2)  General  Grades 

Heads  of  General  Grade  are  responsible  for  the  recruitment, 
promotion  and  postings  of  staff  administered  by  them.  They  should 
be  consulted  on  any  matters  affecting  such  staff. 

Departments  should  not  wait  until  a  vacancy  actually  occurs  before 
initiating  action  to  fill  it.  Promotion  or  recruitment  action  may  be 
commenced  in  anticipation  of  the  occurrence  of  a  vacancy,  so  that  it  is 
filled  as  soon  as  it  arises  or  soon  thereafter. 
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PROMOTION,  GENERAL:  ALL  CATEGORIES  OF  APPOINTMENT 

(1)  Promotion  Step 

Irrespective  of  salary  level,  a  Head  of  Department  or  Head  of  Grade 
has  authority  to  approve  passage  of  a  promotion  step.  Approval 
should  be  given  by  letter  to  the  officer  promoted,  with  copies  to  the 
Director  of  Accounting  Services,  specifying  the  date  of  promotion, 
salary  and  incremental  date.  Intention  to  withhold  passage  of  the 
step  requires  reference  to  the  Public  Service  Commission  (for  posts 
under  its  purview)  and  the  Civil  Service  Bureau. 

(2)  Promotion  Bar 

(a)  The  criteria  for  selection  of  officers  for  promotion  over  the 
promotion  bar  are  set  out  in  Civil  Service  Regulation  109(1). 

(b)  When  a  vacancy  in  a  promotion  rank  arises  or  is  about  to  arise, 
consideration  should  be  given  to  the  question  of  whether  it  can 
remain  unfilled.  If  it  needs  to  be  filled,  officers  in  the 
applicable  lower  rank(s)  should  be  informed  in  writing  of  - 

(i)  the  holding  of  the  promotion  exercise; 

(ii)  the  criteria  for  selection  for  promotion  (see  paragraph  2(a) 
above);  and 

(iii)  any  qualification  and/or  experience  requirements  for 
promotion  (these  are  normally  stipulated  in  the  Guide  to 
Appointment). 

(c)  A  list  of  eligible  officers,  i.e.  officers  eligible  for  consideration 
by  virtue  of  their  experience  and  any  qualification  stipulated  for 
promotion,  should  then  be  drawn  up  in  seniority  order.  Care 
should  be  taken  to  ensure  that  junior  but  meritorious  officers 
are  not  excluded.  The  list  should  include  all  officers  down  to 
the  level  of  the  most  junior  officer  listed,  showing  - 

(i)  their  age  and  date  of  birth; 

(ii)  their  experience;  and 

(iii)  their  qualifications,  if  these  are  prescribed  requirements 
for  promotion,  etc.  The  list,  together  with  the  officers’ 
staff  report  files  and  disciplinary  records  (if  any)  should  be 
submitted  to  the  promotion  board  and/or  officer  (usually 
the  head  of  the  grade  concerned)  responsible  for  selecting 
officers  for  promotion. 
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(Cont’d) 


(2)  (d)  In  assessing  an  officer’s  suitability  for  advancement,  the 

promotion  board  and/or  officer  responsible  for  selection  should 
primarily  make  reference  to  the  officer’s  performance 
appraisals  over  a  period  of  time  (normally  the  last  three  years). 
Promotion  interviews  may  be  conducted  only  where  absolutely 
necessary  with  a  view  to  supplementing  the  assessment  in 
performance  appraisals  having  regard  to  the  specific 
requirements  of  the  higher  rank.  The  promotion  interview 
results  however  should  not  be  given  undue  weight  to  the  extent 
that  they  would  override  the  assessment  based  on  an  officer’s 
sustained  performance  throughout  the  years. 

(e)  If  a  promotion  board  needs  to  be  convened  - 

(i)  the  board  should  comprise  at  least  three  officers 
(excluding  the  secretary)  of  appropriate  seniority  who  are 
generally  familiar  with  the  duties  and  responsibilities  of 
the  promotion  rank.  The  board  should  normally 
comprise  - 

-  a  chairman  whose  substantive  rank  is  higher  than  the 
promotion  rank  and  who  is  holding  a  post  at  least  two 
ranks  above  the  promotion  rank; 

-  a  minimum  of  two  members  whose  substantive  ranks 
are  not  lower  than  the  promotion  rank  and  who 
preferably  are  familiar  with  the  performance  and 
potential  of  the  officers  under  consideration.  At  least 
one  of  the  members  should  be  at  the  promotion  rank 
and  conversant  with  the  job  requirements  of  that  rank; 

-  where  there  are  additional  members,  their  substantive 
ranks  should  not  be  lower  than  that  of  the  candidates 
being  considered  and  they  should  be  holding  posts  not 
lower  than  the  promotion  rank;  and 

-  a  secretary  who  is  familiar  with  the  principles  and 
guidelines  of  promotion. 

The  chainnan  and  members  of  the  board  should  avoid  any 
genuine  or  perceived  conflict  of  interest.  They  should, 
normally  before  the  board  meeting  is  conducted,  declare 
whether  their  relationship  with  any  of  the  eligible  officers 
may  be  perceived  as  having  a  conflict  of  interest,  which 
may  include  but  not  limited  to  relatives  and  close  friends. 
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3.  (2)  (e)  (ii)  members  of  the  promotion  board  must  be  clearly  and 

(Cont’d)  adequately  briefed  on  the  criteria  for  selection  for 

promotion  (see  CSR  109(1))  and  on  the  procedure  set  out 
in  this  Annex.  They  and  other  officers  who  have  access  to 
documents  relating  to  the  promotion  exercise  (e.g.  staff 
reports,  the  board’s  findings,  etc.)  should  be  reminded  of 
the  need  to  handle  these  documents  with  the  greatest  care, 
and  that  unauthorised  disclosure  of  their  contents  is 
contrary  to  the  provisions  of  Paragraph  3(6)  of  Annex  1.2 
to  the  Civil  Service  Regulations  and  of  Security 
Regulation  121. 

(f)  As  soon  as  it  is  decided  to  appoint  a  promotion  board  (with  or 
without  promotion  interviews),  the  Secretary,  Public  Service 
Commission  (in  respect  of  offices  within  the  purview  of  the 
Public  Service  Commission)  and/or  the  Secretary  for  the  Civil 
Service  (in  respect  of  posts  of  which  SCS  is  the  appointment 
authority)  should  be  infonned. 

(g)  If  a  representative  of  the  Civil  Service  Bureau  or  the  Public 
Service  Commission  subsequently  expresses  a  wish  to  attend 
the  board  meetings  or  promotion  interviews,  if  any,  he  should 
be  provided  with  the  relevant  papers  and  infonnation. 

(h)  The  promotion  board  and/or  officer  responsible  for  selection 
should  scrutinize  staff  reports  and  disciplinary  records  (if  any) 
of  all  eligible  officers. 

(i)  Where  promotion  interviews  are  conducted,  the  board  should 
examine  staff  report  files  of  eligible  officers  before  they  are 
interviewed  since  infonnation  in  staff  reports  may  lead  to  a 
profitable  line  of  questioning,  e.g.  with  a  view  to  finding  out, 
without  of  course  asking  directly,  how  far  an  officer  has 
succeeded  in  overcoming  faults  or  shortcomings  that  have  been 
noted  earlier  in  his  career.  It  is  important,  however,  that 
members  of  the  promotion  board  should  examine  critically 
what  has  been  said  about  the  officer  and  not  allow  themselves 
to  be  unduly  biased  by  it,  while  attaching  due  weight  to  the  fact 
that  staff  reports  are  based  on  observations  of  the  officer  in  the 
actual  performance  of  duties  covering  a  period  of  years. 

(j)  The  promotion  board  and/or  officer  responsible  for  selection 
should  then  make  a  report  of  selection  findings.  The  report 
should  include  - 

(i)  the  names  of  officers  found  suitable  and  recommended  for 
promotion  in  order  of  merit,  together  with  their  seniority 
numbers  and  brief  reasons  for  their  selection; 


Amendment  No.  24(5)/20 14 


Annex  1.1 


3. 

(Cont’d) 


(2)  (j)  (ii)  the  names  of  officers  considered  but  not  recommended  for 

promotion,  together  with  their  seniority  numbers  and  brief 
reasons  for  their  non-selection; 

(iii)  reasons  for  any  discrepancy  between  the  quality  of  any 
officer  as  portrayed  in  staff  reports  and  findings  of  the 
promotion  board  and/or  officer  responsible  for  selection; 

(iv)  a  certificate  to  the  effect  that  the  staff  report  files  of 
officers  considered  have  been  examined  and  that  no 
relevant  commendations,  warnings  or  punishments  have 
been  overlooked;  and 

(v)  mention  of  any  disagreement  by  members  of  the  board. 

(k)  The  report  should  be  signed  by  chairman  and  members  of  the 
promotion  board  and/or  the  officer  responsible  for  selection  and 
should  then  be  submitted  to  the  Head  of  Department/Head  of 
Grade/appointment  authority  for  agreement  or  approval  as 
appropriate. 

(l)  If  the  approving  authority  is  the  Secretary  for  the  Civil  Service  , 
the  Head  of  Department  or  Head  of  Grade  (or  the  officer 
authorised  by  him)  should  forward  the  following  documents  to 
the  Civil  Service  Bureau  - 

(i)  G.F.  131; 

(ii)  staff  report  files  of  all  the  officers  considered;  and 

(iii)  the  promotion  board’s  report.  If  for  any  reason,  the  Head 
of  the  Department/Head  of  Grade  disagrees  with  the 
board’s  findings,  this  should  be  stated  in  the  G.F.  131 
together  with  reasons  for  his  disagreement. 

For  promotion  to  posts  under  the  purview  of  the  Public  Service 
Commission  (other  than  posts  for  which  the  Secretary  for  the 
Civil  Service  is  the  appointment  authority),  the  above 
documents  should  be  forwarded  to  the  Public  Service 
Commission  direct. 

(m)  When  an  officer’s  promotion  is  approved,  a  promotion  letter  is 
issued  to  him  by  the  Secretary  for  the  Civil  Service,  Head  of 
Department  or  Head  of  Grade,  as  appropriate.  The  letter  should 
be  copied  to  the  Director  of  Accounting  Services.  It  should 
state  the  effective  date  of  promotion,  and  where  appropriate, 
salary,  incremental  date  and  terms  of  service. 
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(2)  (n)  On  completion  of  a  promotion  exercise,  the  assessments  of  the 

promotion  board  and/or  the  officer  responsible  for  selection 
should  be  extracted  to  the  staff  report  files  of  the  officers 
considered. 

(o)  All  documents  relating  to  a  promotion  exercise  should  be 
suitably  classified  (see  Annex  1.2  to  the  Civil  Service 
Regulations),  and  officers  who  have  access  to  such  documents 
should  be  reminded  of  the  need  to  handle  them  with  the  greatest 
care,  and  advised  that  unauthorised  disclosure  of  their  contents 
is  contrary  to  Paragraph  3(6)  of  Annex  1.2  to  the  Civil  Service 
Regulations  and  Security  Regulation  121. 

(p)  After  completion  of  the  promotion  exercise,  an  officer  who  has 
been  considered  can  be  allowed  to  access  the  assessments  on 
him  upon  request  unless  the  disclosure  of  such  infonnation 
would  unavoidably  disclose  any  other  individual’s  information. 

(Note  -  As  regards  how  promotions  should  be  promulgated, 
departments  should  in  general  inform  officers  of  their  strengths 
and  weaknesses  in  the  context  of  their  staff  reports  (see  CSR 
232),  rather  than  in  connection  with  the  promotion  exercise. 
Notwithstanding  this,  Heads  of  Department/Heads  of  Grade 
may  interview  officers  considered  but  not  selected  for 
promotion,  especially  when  only  a  small  number  of  officers  are 
involved.  The  following  points  are  given  for  general  guidance  - 

(i)  whenever  practicable,  officers  who  are  likely  to  have 
expectations  of  promotion  because,  say,  they  have  acted 
in  the  higher  rank  or  are  senior  and,  regardless  of  the 
reason  for  their  expectations  have  not  been  told  that  they 
are  out  of  the  running  for  promotion,  should  be  told  orally 
or  in  writing  of  the  promotion  of  other  officers  junior  to 
themselves  before  general  promulgation  of  the 
promotions. 
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3.  (2)  (p)  (ii)  the  suggested  method  is  to  interview  such  officers 

(Cont’d)  immediately  after  the  promoted  officers  have  been  told 

of  their  success  or  to  arrange  for  them  to  receive  a  letter 
informing  them  of  the  promotion  of  the  other  officers  later 
on  the  same  day  that  the  latter  are  told  of  their  success. 
The  letter  could  be  worded  on  the  lines  of  “I  am  writing  to 
let  you  know  in  advance  of  the  general  announcement  that 

Messrs  A,B  and  C  have  been  promoted .  with 

effect  from  . ”  (if  he  so  wishes  the  Head 

of  Department  or  Head  of  Grade  or  an  officer  authorised 
by  him  could  go  on  to  say  in  appropriate  cases  whether  or 
not  the  officer  addressed  remains  a  contender  for 
promotion  on  the  next  occasion).  It  will  not  necessarily 
be  possible  to  arrange  the  ideal  timing  of  this  in  all  cases 
(e.g.  because  some  officers  are  away  on  leave).  But  there 
is  no  need  to  hold  up  the  promulgation  of  promotions  on 
that  account.  The  general  announcement  (already 
prepared)  should  be  released  the  following  day.) 

(3)  Integrity  Checking  Instructions 

In  all  cases,  the  requirements  of  the  Integrity  Checking  Instructions 
should  not  be  overlooked. 


(4)  Promotion  Waiting  List 

Generally,  a  promotion  waiting  list  may  be  drawn  up  when  specific 
vacancies  are  known  to  be  arising  in  the  foreseeable  future,  and 
should  be  related  to  the  number  of  such  vacancies.  The  promotion  of 
an  officer  on  the  waiting  list  is  subject  to  the  approval  of  the 
appropriate  authority  and  the  advice  of  the  Public  Service 
Commission  where  appropriate.  Before  recommending  a  promotion 
from  the  list,  the  suitability  for  promotion  of  all  eligible  officers  must 
be  reviewed.  Fresh  recommendations  should  be  made  if  - 

(a)  for  any  reason,  the  suitability  for  promotion  of  an  officer  on  the 
waiting  list  is  in  doubt;  or 

(b)  a  more  suitable  officer  not  on  the  waiting  list  has  become 
available. 
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(1)  A  vacancy  in  a  promotion  rank  should  normally  be  filled  by  the 
promotion  of  a  suitable  and  meritorious  officer  from  a  lower  rank  in 
the  same  grade.  Direct  appointment  should  be  arranged  only  if  there 
is  no  such  officer  available  for  promotion. 

(2)  Before  recommending  direct  appointment  to  a  vacancy  in  a 
promotion  rank,  the  officer  responsible  for  selection  for  promotion 
should  thoroughly  examine  the  staff  reports  of  officers  eligible  for 
consideration  for  promotion  and  given  careful  and  due  consideration 
to  their  suitability  for  advancement.  Only  when  he  is  satisfied  that  the 
vacancy  cannot  be  filled  by  promotion  will  be  recommend  direct 
appointment.  He  should  then  make  a  report  to  the  Head  of 
Department  or  Grade  (or  the  officer  authorised  by  him  to  deal  with 
such  matters),  giving  reasons  why  the  eligible  officers  are  not 
suitable  for  promotion. 

(3)  If  the  Head  of  Department  or  Grade  (or  the  officer  authorised  by  him) 
agrees  that  direct  appointment  is  justified,  he  will  explain  to  all 
eligible  officers  why  direct  appointment  is  necessary;  this  should  be 
done  in  writing  (e.g.  by  means  of  a  standard  letter  addressed  to  the 
eligible  officers  individually)  and  copied  to  the  Public  Service 
Commission  (in  respect  of  offices  within  the  purview  of  the  Public 
Service  Commission)  and/or  the  Secretary  for  the  Civil  Service  (in 
respect  of  Directorate  offices  and  non-PSC  posts  of  which  SCS  is  the 
appointment  authority).  The  explanation  should  mention  that  the 
proposal  for  direct  appointment  is  subject  to  the  approval  of  the 
Secretary  for  the  Civil  Service  and/or  the  advice  of  the  Public  Service 
Commission.  It  should  also  state  that  for  the  reasons  given,  they  will 
not  be  considered  on  this  occasion.  If  necessary,  the  explanation 
should  be  supplemented  by  interviews. 

(4)  The  department  should  then  seek  the  advice  of  the  Public  Service 
Commission  or  the  approval  of  the  Secretary  for  the  Civil  Service  (in 
respect  of  Directorate  offices  and  non-PSC  posts  of  which  SCS  is  the 
appointment  authority),  as  appropriate,  on  proposals  to  fill  a 
promotion  post  by  direct  appointment.  The  request  for 
advice/approval  should  - 

(a)  include  a  certificate  to  the  effect  that  the  staff  reports  of  all 
officers  eligible  for  consideration  for  promotion  have  been 
carefully  and  thoroughly  examined  and  that  none  is  considered 
suitable  for  promotion;  and 
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(b)  give  reasons  why  the  eligible  officers  are  not  suitable  for 
promotion;  these  should  include,  as  appropriate,  an  explanation 
of  any  discrepancy  between  the  quality  of  any  of  the  eligible 
officers  as  portrayed  in  staff  reports  and  the  department’s 
reasons  for  their  unsuitability  for  promotion. 

The  staff  report  files  of  all  eligible  officers  should  be  forwarded  with 
the  request. 

(5)  Subsequent  action  should  be  as  in  Paragraphs  5  or  6  of  this  Annex. 


4.  (4) 

(Cont’d) 
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APPOINTMENT  :  NON-PSC  OFFICES 


Recruitment  exercises  should  be  conducted  in  a  fair  and  objective  manner. 
The  vacancies  should  be  publicized  through  appropriate  channels  taking 
into  account  the  target  pool  of  candidates.  Departments/Grades  may  issue  a 
vacancy  circular  to  invite  applications  from  qualified  serving  officers. 
Departments/Grades  receive  all  applications  direct,  and  undertake  selection 
and  appointment.  A  recruitment  schedule  should  be  drawn  up  to  specify 
the  timeframe  for  each  of  the  key  stages  of  the  recruitment  exercise  to 
facilitate  monitoring.  Departments/Grades  should  monitor  the  progress  of 
the  recruitment  exercise  (e.g.  by  regular  progress  meetings)  and  ensure  that 
any  undue  delay  should  be  reported  to  the  appointment  authority  (or  the 
officer  designated  by  him)  in  a  timely  manner.  The  procedure  to  be 
followed  in  recruiting  to  a  non-PSC  office  is  as  follows  - 

(1)  A  recruitment  board  with  at  least  three  officers  (excluding  the 
secretary)  should  be  formed.  The  chairman  and  members  of  the 
board  should  be  of  suitable  seniority  and  familiar  with  the  office  in 
question.  The  board  should  normally  comprise  - 

(a)  a  chairman  whose  substantive  rank  is  higher  than  the  recruiting 
rank  and  who  is  holding  a  post  at  least  two  ranks  above  the 
recruiting  rank; 

(b)  one  or  more  members  whose  substantive  ranks  are  not  lower 
than  the  recruiting  rank  and  who  are  holding  a  post  at  least  one 
rank  above  the  recruiting  rank; 

(c)  any  other  additional  member  whose  substantive  rank  should  not 
be  lower  than  the  recruiting  rank;  and 

(d)  a  secretary  who  is  familiar  with  the  principles  and  guidelines  of 
recruitment. 

(2)  An  advertisement  request  should  be  accompanied  by  a  copy  of 
advertisement  and  forwarded  to  the  Information  Services 
Department.  A  vacancy  circular  should  be  prepared  in  English  and 
Chinese.  Departments/Grades  have  to  confirm  that  the  advertisement 
and/or  vacancy  circular  is  based  on  the  approved  Guide  to 
Appointment.  Departments/Grades  should  not  issue  an 
advertisement  or  vacancy  circular  which  is  not  in  line  with  the 
relevant  Guide  to  Appointment  and  if  in  doubt,  should  consult  the 
Appointments  Division  of  the  Civil  Service  Bureau. 
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(3)  Prospective  applicants  are  normally  asked  to  complete  and  send  in  a 
standard  application  fonn  (G.F.  340).  They  are  also  advised  that  if 
they  are  selected  to  attend  an  interview  or  test,  they  will  normally 
receive  an  invitation  within  a  period  of  time  (say  six  weeks)  from  the 
closing  date  for  applications.  If  departments  wish  to  note 
applications  made  by  their  staff  for  appointment  in  other 
departments,  a  departmental  instruction  on  routing  of  applications 
through  their  headquarters  should  be  issued.  However,  there  is  no 
need  to  keep  a  copy  of  the  application  and  there  should  be  no  delay 
in  its  transmission  as  late  receipt  may  void  an  application. 

(4)  All  applications  are  sent  direct  to  the  department  concerned.  They 
should  be  numbered  and  acknowledged  immediately  on  receipt.  Late 
applications  and  those  made  other  than  on  the  standard  application 
form  would  only  be  considered  under  exceptional  circumstances,  e.g. 
when  the  response  is  inadequate. 

(5)  Applications  should  be  sorted  in  accordance  with  the  advertised  entry 
requirements  and  placed  in  a  fde  jacket  under  appropriate  categories 
to  show  the  outcome  of  consideration  of  each  application.  A  list  of 
candidates  who  meet  the  advertised  entry  requirements  should  then 
be  prepared.  The  Qualifications  Section  of  the  Civil  Service  Bureau 
should  be  consulted,  if  necessary,  on  the  qualifications  of  candidates 
in  accordance  with  the  prevailing  guidelines.  Departments/Grades 
should  seek  prior  approval  from  the  Appointments  Division  of  the 
Civil  Service  Bureau  for  any  deviations  from  the  established 
appointment  rules,  procedure  and  practice. 

(6)  Application  forms  should  be  boldly  marked  to  show  the  reasons  for 
rejection. 

(7)  The  number  of  candidates  to  be  screened  for  the  selection  interview 
should  be  proportionate  to  the  number  of  recruits  that  the 
Department/Grade  intends  to  take  in. 

(8)  A  mechanical  approach  towards  shortlisting  should  be  avoided.  The 
shortlisting  criteria  should  have  direct  relation  to  the  job,  and  are  not 
applicable  to  disabled  candidates  who  should  be  interviewed  as  long 
as  they  meet  the  basic  requirements.  The  reasons  for  elimination  of 
applicants  should  be  clearly  shown  on  application  forms.  Unless  the 
Department/Grade  is  certain  that  sufficient  candidates  will  be  found 
from  the  shortlist  to  fill  all  vacancies,  regret  letters  should  not  be  sent 
to  qualified  candidates  not  meeting  the  shortlisting  criteria  until  after 
the  recruitment  board  has  identified  sufficient  number  of  suitable 
candidates. 
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(9)  If  there  are  insufficient  suitably  qualified  applicants  for  the  number 
of  available  vacancies,  the  recruitment  exercise  should  be  continued 
until  its  conclusion.  Other  means  of  filling  the  remaining  vacancies 
(e.g.  re-advertising  in  course  of  time,  or  modifying  the  entry 
requirements)  should  be  considered. 

(10)  Departments/Grades  should  decide  on  whether,  when  and  how  to 
make  use  of  assessment  tools  such  as  examination  or  trade  test  with  a 
view  to  ensuring  confidentiality,  impartiality,  quality  and  cost- 
effectiveness.  When  such  assessment  is  considered  a  necessary  part 
of  the  selection  process,  Departments/Grades  should  arrange  the 
assessment  to  be  conducted  as  early  as  possible. 

(11)  Departments/Grades  may  appoint  any  agency  for  assessment  services 
as  they  consider  appropriate.  For  any  examinations  to  be  arranged  by 
the  Civil  Service  Examinations  Unit  (CSEU)  of  the  Civil  Service 
Bureau,  they  should  be  included  in  CSEU’s  programme  of 
examinations  which  is  prepared  on  a  half-yearly  basis.  For  additional 
examinations  that  have  not  been  included  in  the  programme,  they 
will  only  be  arranged  as  far  as  resources  permit.  Where  an 
examination  is  to  be  held,  CSEU  will  inform  the  recruiting 
Department/Grade  of  the  key  dates  (date  of  informing  CSEU  the 
estimated  number  of  candidates,  date  for  passing  the  list  of  qualified 
candidates  to  CSEU  and  date  of  the  examination)  for  arranging  the 
examination.  After  the  examination,  CSEU  will  issue  results  and  an 
examiners’  report  to  the  recruiting  Department/Grade  to  facilitate 
their  best  use  of  the  information  provided.  The  Department/Grade 
should  inform  candidates  who  fail  the  examination  that  their 
applications  have  been  unsuccessful. 

(12)  Duties  advertised  for  recruitment  purposes  are  essentially  brief. 
Where  they  are  considered  insufficient  to  enable  a  candidate  who  is 
invited  for  interview  to  have  an  adequate  discussion  with  the 
recruitment  board,  a  more  detailed  statement  of  the  duties  of  the  post 
under  recruitment  should  be  sent  to  him  with  the  invitation  to  attend 
the  interview.  The  statement  should  make  it  clear  that  the  additional 
information  provided  - 

(a)  is  to  facilitate  a  better  understanding  of  the  job; 

(b)  is  not  exhaustive  and  should  not  therefore  be  treated  as  a  full 
job  description;  and 

(c)  does  not  form  part  of  any  agreement  of  service. 
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(13)  Officers  making  arrangements  for  selection  interviews  should  ensure 
that  sufficient  time  is  allotted  for  each  interview.  In  general,  there 
should  not  be  less  than  20  minutes  for  each  candidates,  and  more 
time  should  be  allowed  if  the  interviews  are  for  posts  at  a  fairly 
senior  level  or  of  a  specialist  nature. 

(14)  Candidates  should  be  informed  of  dates  and  times  set  for  interviews 
and  asked  to  attend  around  10  minutes  before  the  scheduled  time  of 
interview,  and  to  bring  identification  and/or  qualification  documents 
for  checking.  If  necessary,  they  may  also  be  asked  to  bring  a 
passport-size  photograph  of  themselves. 

(15)  As  soon  as  arrangements  for  selection  interviews  are  made,  the 
Appointments  Division  of  the  Civil  Service  Bureau  should  be 
informed  if  disabled  candidates  are  involved. 

(16)  A  recruitment  board  pre-interview  briefing  should  be  held  well  in 
advance  to  consider  the  interview  assessment  form,  to  ensure  that  it 
is  compatible  with  the  requirements  of  the  post  under  consideration, 
and  clarify  the  interview  procedure  (such  as  areas  of  questioning  by 
particular  members)  and  the  marking  and  recording  procedures.  In 
general,  Departments/Grades  should  only  call  for  staff  reports  of 
recommended  candidates  who  are  serving  or  former  officers  after  the 
conclusion  of  selection  interviews.  In  exceptional  cases  where,  for 
example,  there  are  a  large  number  of  candidates  who  are  serving 
officers,  Departments/Grades  may,  in  the  interest  of  time,  retrieve  the 
staff  report  files  of  all  candidates  concerned  before  interview. 
Notwithstanding  this,  the  board  should  not  scrutinise  the  performance 
records  of  candidates  before  finalising  the  assessment  on  their 
suitability. 

(17)  The  interview  assessment  form  should  incorporate  sufficiently 
comprehensive  selection  criteria  to  enable  each  candidate’s 
suitability  for  the  job  to  be  adequately  assessed  and  such  criteria 
should  be  approved  by  the  appointment  authority  or  an  officer  not 
below  D1  (who  is  normally  concerned  with  staff  management  and 
administration)  as  appropriate.  In  drawing  up  the  assessment  form, 
adequate  space  should  be  allowed  for  recording  the  observations  of 
board  members. 

(18)  Interview  room  seating  arrangements  should  be  so  made  as  to  group 
rather  than  extend  the  board  in  line,  as  it  is  distracting  during  an 
interview. 
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(Cont’d)  reception  officer  and  seated  in  comfortable  surroundings  whilst 
awaiting  interview.  The  reception  officer  should  - 

(a)  check  the  identification  and/or  qualification  documents  etc.  and 
should  initial  the  application  form  (G.F.  340)  to  indicate  that 
this  has  been  done.  Where  there  is  doubt  as  to  whether  the 
documents  produced  by  a  candidate  are  authentic  or  where  they 
have  been  altered  in  any  way,  the  issuing  authority  should  be 
approached  with  a  view  to  establishing  their  authenticity;  and 

(b)  ascertain  whether  their  current/immediate  former  employers 
can  be  approached  for  a  reference. 

(20)  The  chairman  and  members  of  the  recruitment  board  should  avoid 
any  genuine  or  perceived  conflict  of  interest.  They  should,  normally 
before  the  conduct  of  the  board,  declare  whether  their  relationship 
with  any  of  the  candidates  to  be  interviewed  may  be  perceived  as 
having  a  conflict  of  interest,  which  may  include  but  not  limited  to 
relatives  and  close  friends.  If  such  an  interest  is  declared,  and 
depending  on  how  close  the  relationship  is,  the  member  should  either 
be  replaced  on  the  board  or  he  should  abstain  from  putting  questions 
to,  and  making  any  assessment  on,  that  particular  candidate.  This 
fact  should  be  recorded  in  the  board’s  assessment  form  of  the 
candidate. 

(21)  The  object  of  selection  interview  is  to  select  persons  best  fitted  for 
the  job,  not  necessarily  the  best  qualified  candidate;  the  aim  should 
be  - 

(a)  to  predict  future  job  performance  and  behaviour  by  examining 
what  qualifications  and  experience  the  candidate  has,  and 
relating  them  to  the  requirements  of  the  job; 

(b)  to  influence  suitable  candidates  to  take  up  appointment  by 
pointing  out  the  advantages  of  employment  in  the  civil  service, 
without  overselling  the  job  and/or  neglecting  possible 
drawbacks;  and 

(c)  to  tell  the  candidate  about  the  job,  type  of  work,  working 
environment,  terms  and  conditions  of  service. 

Candidates  should  be  objectively  measured  against  consistent 
selection  criteria,  and  the  weighting  of  different  selection  criteria, 
including  the  command  of  a  language,  should  reflect  the 
requirements  of  the  job  and  be  consistently  applied. 
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(22)  At  the  conclusion  of  all  interviews,  the  recruitment  board  should 
discuss  and  decide  priority  for  appointment  or  waitlisting  for  future 
appointments. 

(23)  The  secretary  will  complete  the  board’s  assessment  form  in  respect 
of  each  interviewee  and  record  the  board’s  observations  and 
recommendations.  The  completed  assessment  form  should  be 
attached  to  the  interviewee’s  original  application  form  (G.F.  340)  and 
these  should  then  be  grouped  and  placed  in  accordance  with  the 
section-titled  dividers  in  the  recruitment  file. 

(24)  The  secretary  should  prepare  a  report  on  the  board’s 
recommendations  relating  to  candidates  found  suitable  for 
appointment  or  waitlisting  for  seeking  approval  from  the 
appointment  authority.  The  final  decision  on  which  candidates 
should  be  appointed  rests  firmly  with  the  appointment  authority. 

(Note:  Where  there  is  a  large  number  of  vacancies,  the 
Department/Grade  may  consider  making  offers  of  appointment  in 
batches  in  the  course  of  conducting  the  selection  interviews  so  as  to 
speed  up  the  filling  of  vacancies.  In  doing  so,  the  Department/Grade 
should  give  due  regard  to  the  priority  of  candidates  and  the  number 
of  available  vacancies  in  determining  the  distribution  of  candidates  to 
be  offered  appointment  amongst  the  batches.  In  any  case,  care 
should  be  taken  such  that  meritorious  candidates  identified  in  the 
subsequent  interviews  would  not  be  deprived  of  the  chance  of 
appointment  because  vacancies  have  already  been  taken  up  by 
candidates  identified  in  the  preceding  interviews.) 

(25)  If  the  recruitment  exercise  is  for  an  office  requiring  the  approval  of 
the  Secretary  for  the  Civil  Service,  the  recruitment  board’s 
recommendations  and  all  related  papers  should  be  sent  to  the 
Appointments  Division  of  the  Civil  Service  Bureau. 

(26)  Where  appropriate,  the  appointment  authority  may,  prior  to  the 
completion  of  recruitment  fonnalities,  issue  provisional  offers  to 
selected  candidates.  For  example,  fresh  graduates  who  are  unable  to 
produce  copies  of  transcripts  for  verification  at  the  time  of 
appointment/recruitment  examination/selection  interview  may  be 
offered  appointment  on  a  conditional  basis,  with  suitable  caveats  on 
the  timeframe  for  submission  of  transcripts.  Specimen  letters  of 
provisional  offers  of  appointment  are  uploaded  at  the  online 
Infonnation  Repository  on  the  Administration  of  the  Civil  Service 
Bureau.  For  posts  subject  to  Integrity  Checking,  no  provisional  offer 
should  normally  be  made  until  the  checking  has  been  satisfactorily 
completed.  The  advice  of  the  Civil  Service  Bureau  should  be  sought 
where  appropriate. 
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(27)  Where  serving  officers  are  considered  for  appointment  on  transfer, 
Departments/Grades  must  check  whether  any  debarring  effect  of 
disciplinary  punishment  is  still  in  force.  If  so  and  if  a 
Department/Grade  still  considers  that  the  officer  should  be 
recommended  for  appointment,  the  Conduct  and  Discipline  Division 
of  the  Civil  Service  Bureau  should  be  consulted. 

(28)  Candidates  who  have  been  waitlisted  for  future  appointment  should 
be  infonned  by  the  Department/Grade  in  writing.  A  sample  letter  is 
appended  to  the  Guidebook  on  Appointments.  The  letter  may  be 
varied  to  suit  individual  cases  but  the  material  contents  of  the 
specimen  letter  should  not  be  changed.  The  waiting  list  is  normally 
valid  for  one  year  from  the  date  when  the  recruitment  board  report  is 
approved  or  until  the  next  recruitment  exercise  is  commenced, 
whichever  is  the  earlier.  If  there  is  adequate  justification,  the 
approval  of  the  appointment  authority  may  be  sought  for  an 
extension  of  the  validity  period. 

(29)  Unless  it  is  decided  to  waive  the  requirement  for  a  medical 
examination  before  selected  candidates  are  offered  appointment  (see 
Note  2  of  this  sub-paragraph),  arrangements  should  be  made  for 
candidates  selected  for  appointment  to  be  medically  examined  by  an 
authorised  medical  practitioner.  In  this  connection,  it  should  be 
noted  that  a  medical  examination  report  is  valid  for  five  months  only. 
Re-examination  is  necessary  for  appointments  to  be  made  more  than 
five  months  after  the  date  of  examination.  If  a  candidate  selected  for 
appointment  (including  an  applicant  appointed  on  day-to-day  terms 
pending  the  medical  examination  result)  has  a  disability, 
Departments/Grades  should  ensure  full  compliance  with  the 
provisions  in  the  Disability  Discrimination  Ordinance  (Cap.  487)  and 
the  Code  of  Practice  on  Employment  under  that  Ordinance,  in 
conducting  the  medical  examination  and  considering  whether  to  offer 
appointment  to  the  candidate  concerned.  In  particular,  the  recruiting 
department  is  required  to  provide  reasonable  accommodation  to  a 
selected  candidate  with  a  disability  to  enable  him  to  perform  the 
inherent  job  requirements  of  the  office.  If  the  recruiting  department 
considers  that  the  candidate  should  not  be  offered  appointment,  the 
case  should  be  referred  to  an  officer  not  below  the  rank  of  Assistant 
Director,  or  equivalent,  duly  authorised  by  his  Head  of  Department/ 
Head  of  Grade  to  deal  with  such  matters  for  consideration  as  to  why 
the  department  could  not  provide  reasonable  accommodation  to 
enable  the  selected  candidate  to  perfonn  the  inherent  job 
requirements  of  the  office,  or  why,  despite  the  provision  of 
reasonable  accommodation,  the  candidate  is  considered  unable  to 
perform  the  inherent  job  requirements  of  the  office,  in  the  light  of 
Government’s  policy  on  the  employment  of  disabled  persons  set  out 
in  Civil  Service  Regulation  145. 
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(29)  (Note  1  -  Subject  to  the  satisfactory  completion  of  other  recruitment 
formalities,  a  selected  candidate  may  be  appointed  on  day-to-day 
terms  pending  the  medical  examination  results.  The  offer  of 
appointment  should  make  it  clear  that  his  temporary  appointment  will 
be  terminated  if  he  fails  the  medical  examination.) 

(Note  2  -  Provided  that  an  appointment  does  not  require  distinctive 
medical  fitness  standards  and  that  there  is  no  reason  to  doubt  the 
physical  fitness  of  a  candidate,  a  Head  of  Department/Head  of  Grade 
or  his  delegate  not  below  D1  level  (e.g.  Assistant  Director,  Assistant 
Commissioner,  Principal  Executive  Officer,  etc.)  who  is  normally 
responsible  for  human  resource  management  or  administration  may 
waive  the  requirement  of  a  medical  examination  prior  to  the 
appointment  of  a  selected  candidate.  The  waiver  is  subject  to  the 
candidate  being  required  to  pass  a  medical  examination  as  follows  - 

(i)  Month-to-month  Terms 

within  two  years  of  appointment 

(ii)  Probationary  Terms 

before  passage  of  the  probation  bar 

(iii)  Agreement  Terms 

as  one  of  the  conditions  for  renewal  of  agreement  for  the  first 
time. 

If  the  candidate  fails  to  demonstrate  at  the  medical  examination  that 
he/she  meets  the  fitness  requirements  for  the  appointment,  his/her 
service  will  be  terminated  on  one  calendar  month’s  notice  or 
payment  of  one  month’s  salary  in  lieu  of  notice  if  he/she  is  on  month- 
to-month  or  probationary  terms.  For  an  agreement  officer,  his/her 
further  employment  will  not  be  considered.  These  conditions  should 
be  made  clear  in  the  appointment  letter.) 

(30)  Integrity  Checking  should  be  arranged  where  appropriate  in 
accordance  with  the  guidelines  promulgated  by  the  Civil  Service 
Bureau. 
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(31)  Reference  from  a  selected  candidate’s  current/immediate  former 
employer  may  be  obtained  if  this  is  considered  essential  for 
appointment  by  the  appointment  authority  and  the  consent  of  the 
candidate  has  been  sought.  If  the  candidate  refuses  to  give  consent, 
the  Department/Grade  may  refuse  to  further  process  his/her 
application  for  appointment.  A  request  to  the  candidate’s  employer 
for  a  reference  should  be  marked  “Confidential”,  and  should  include 
the  statement  to  the  effect  that  “Please  note  that  the  reference  will  be 
closed  to  subject  access  during  the  recruitment  process,  unless  you 
indicate  otherwise.  Please  also  note  that  subject  access  to  the 
reference  will  be  granted  upon  request  after  the  recruitment  process 
has  been  completed.”  If  there  is  any  difficulty  in  obtaining  a 
reference  from  the  candidate’s  current/immediate  fonner  employer, 
the  appointment  authority  should  be  consulted.  If  the  appointment 
authority  is  satisfied  that  such  a  reference  is  not  essential  and  the 
difficulty  experienced  in  obtaining  it  is  causing  an  undue  delay  in 
appointment,  he  may  approve  its  waiver. 

(32)  When  all  recruitment  formalities  in  respect  of  a  selected  candidate 
have  been  satisfactorily  completed,  he  should  be  offered 
appointment.  The  letter  of  offer,  which  should  be  copied  to  the 
Director  of  Accounting  Services,  should  specify  essential  particulars 
(such  as  salary,  incremental  date,  tenns  of  employment  and 
conditions  for  confirmation  in  the  appointment  where  appropriate) 
and  enclose  a  copy  of  the  appropriate  “Memorandum  on  Conditions 
of  Service”.  Specimen  offers  of  appointment  are  uploaded  at  the 
online  Information  Repository  on  the  Administration  of  the  Civil 
Service  Bureau.  In  the  case  of  a  candidate  who  has  already  accepted 
a  provisional  offer  of  appointment,  an  additional  offer  is  not 
necessary,  but  the  provisional  offer  should  be  confirmed  in  writing. 

(33)  Unsuccessful  candidates  should  be  informed  in  writing  as 
appropriate. 

(34)  Waitlisted  candidates  can  subsequently  be  called  forward  and,  on 
satisfactory  completion  of  all  recruitment  formalities,  be  offered 
appointment  as  and  when  vacancies  arise  within  the  validity  period 
of  the  waiting  list.  Specimen  letters  of  appointment  are  uploaded  at 
the  online  Information  Repository  on  the  Administration  of  the  Civil 
Service  Bureau. 

(35)  A  copy  each  of  the  appointee’s  application  form  (G.F.  340)  and  the 
recruitment  board’s  assessment  of  him  should  be  placed  as  an 
enclosure  in  his  staff  report  file. 
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(36)  All  documents  relating  to  the  recruitment  exercise  should  be  kept 
properly  with  regard  to  the  provisions  of  the  Personal  Data  (Privacy) 
Ordinance  (Cap.  486).  Unless  any  exemption  stipulated  in  the 
Personal  Data  (Privacy)  Ordinance  could  be  invoked,  a  candidate 
would  be  allowed  to  access  all  his  personal  data  collected  for  the 
purpose  of  the  recruitment  exercise  while  such  data  is  available, 
including  -  (i)  application  form,  (ii)  selection  assessment  form,  (iii) 
employer  reference  provided  by  the  referee  on  the  implicit  or  explicit 
understanding  that  the  candidate  would  be  allowed  access;  (iv) 
medical  examination  board  report  (unless  the  disclosure  would 
seriously  harm  the  candidate’s  physical  or  mental  well-being);  (v) 
recruitment  examination  scores;  (vi)  personal  particulars  provided  in 
the  forms  for  Integrity  Checking;  and  (vii)  any  deliberations  that 
constitute  personal  data  of  the  candidate  in  accordance  with  the 
Personal  Data  (Privacy)  Ordinance. 

(37)  All  officers  who  have  access  to  documents  relating  to  a  recruitment 
exercise  should  be  reminded  of  the  need  to  handle  them  with  the 
greatest  care,  and  they  should  bear  in  mind  that  unauthorised 
disclosure  of  their  contents  is  contrary  to  the  provisions  of  paragraph 
3(6)  of  Annex  1.2  to  the  Civil  Service  Regulations  and  of  Security 
Regulation  121. 
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Recruitment  exercises  should  be  conducted  in  a  fair  and  objective  manner. 
The  vacancies  should  be  publicized  through  appropriate  channels  taking 
into  account  the  target  pool  of  candidates.  Except  when  the  appointment 
concerns  a  rank  where  the  Secretary  for  Civil  Service  is  the  appointment 
authority,  all  action  relating  to  a  recruitment  exercise,  including  the 
seeking  of  the  Public  Service  Commission  (PSC)’s  advice,  should  be 
undertaken  by  the  Department/Grade  concerned,  with  guidance  and 
assistance  from  the  Appointments  Division  of  the  Civil  Service  Bureau 
where  necessary.  A  recruitment  schedule  should  be  drawn  up  to  specify 
the  timeframe  for  each  of  the  key  stages  of  the  recruitment  exercise  to 
facilitate  monitoring.  Departments/Grades  should  monitor  the  progress  of 
the  recruitment  exercise  (e.g.  by  regular  progress  meetings)  and  ensure  that 
any  undue  delay  should  be  reported  to  the  Head  of  Department/Head  of 
Grade/appointment  authority  (or  the  officer  designated  by  him)  in  a  timely 
manner.  The  procedure  to  be  followed  in  recruiting  to  a  PSC  office  is  as 
follows  - 

(1)  A  recruitment  board  with  at  least  three  officers  (excluding  the 
secretary)  should  be  formed.  The  chairman  and  members  of  the 
board  should  be  of  suitable  seniority  and  familiar  with  the  offices  in 
question.  The  board  should  normally  comprise  - 

(a)  a  chainnan  whose  substantive  rank  is  higher  than  the  recruiting 
rank  and  who  is  holding  a  post  at  least  two  ranks  above  the 
recruiting  rank; 

(b)  one  or  more  members  whose  substantive  rank  are  not  lower  than 
the  recruiting  rank  and  who  are  holding  a  post  at  least  one  rank 
above  the  recruiting  rank; 

(c)  any  other  additional  member  whose  substantive  rank  should  not 
be  lower  than  the  recruiting  rank;  and 

(d)  a  secretary  who  is  familiar  with  the  principles  and  guidelines  of 
recruitment. 

(2)  An  advertisement  request  should  be  accompanied  by  a  copy  of 
advertisement  and  forwarded  to  the  Infonnation  Services 
Department.  A  vacancy  circular  should  be  prepared  in  English  and 
Chinese.  Departments/Grades  have  to  confirm  that  the  advertisement 
and/or  vacancy  circular  is  based  on  the  approved  Guide  to 
Appointment.  Departments/Grades  should  not  issue  an  advertisement 
or  vacancy  circular  which  is  not  in  line  with  the  relevant  Guide  to 
Appointment  and  if  in  doubt,  should  consult  the  Appointments 
Division  of  the  Civil  Service  Bureau. 
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(3)  Prospective  applicants  are  normally  asked  to  complete  and  send  in  a 
standard  application  form  (G.F.  340).  They  are  also  advised  that  if 
they  are  selected  to  attend  an  interview  or  test,  they  will  normally 
receive  an  invitation  within  a  period  of  time  (say  six  weeks)  from  the 
closing  date  for  applications.  If  departments  wish  to  note 
applications  made  by  their  staff  for  appointment  in  other 
departments,  a  departmental  instruction  on  routing  of  applications 
through  their  headquarters  should  be  issued.  However,  there  is  no 
need  to  keep  a  copy  of  the  application  and  there  should  be  no  delay 
in  its  transmission  as  late  receipt  may  void  an  application. 

(4)  All  applications  are  sent  to  departments.  They  should  be  numbered 
and  acknowledged  immediately  on  receipt.  Late  applications  and 
those  made  other  than  on  the  standard  application  form  would  only 
be  considered  under  exceptional  circumstances,  e.g.  when  the 
response  is  inadequate. 

(5)  Applications  should  be  sorted  in  accordance  with  the  advertised  entry 
requirements  and  placed  them  in  a  file  jacket  under  appropriate 
categories  to  show  the  outcome  of  consideration  of  each  application. 
A  list  of  candidates  who  meet  the  advertised  entry  requirements 
should  then  be  prepared.  The  Qualifications  Section  of  the  Civil 
Service  Bureau  should  be  consulted,  if  necessary,  on  the 
qualifications  of  candidates  in  accordance  with  the  prevailing 
guidelines.  Departments/Grades  should  seek  PSC’s  advice  and  prior 
approval  from  the  Appointments  Division  of  the  Civil  Service 
Bureau  for  any  deviations  from  the  established  appointment  rules, 
procedure  and  practices. 

(6)  Application  forms  should  be  boldly  marked  to  show  the  reasons  for 
rejection. 

(7)  The  number  of  candidates  to  be  screened  for  the  selection  interview 
should  be  proportionate  to  the  number  of  recruits  that  the 
Department/Grade  intends  to  take  in. 
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(8)  A  mechanical  approach  towards  shortlisting  should  be  avoided.  The 
shortlisting  criteria  imposed  should  have  direct  relation  to  the  job, 
and  are  not  applicable  to  disabled  candidates  who  should  be 
interviewed  as  long  as  they  meet  the  basic  requirements.  The 
Department/Grade  should  seek  PSC’s  advice,  as  appropriate,  on  the 
adoption  of  shortlisting  criteria,  the  rationale  of  the  shortlisting 
criteria  and  the  shortlisting  results.  For  posts  for  which  the  Secretary 
for  the  Civil  Service  is  the  appointment  authority,  approval  of  the 
Civil  Service  Bureau  should  be  sought.  The  reasons  for  elimination 
of  applicants  should  be  clearly  shown  on  application  forms.  Unless 
the  Department/Grade  is  certain  that  sufficient  candidates  will  be 
found  from  the  shortlist  to  fill  all  vacancies,  regret  letters  should  not 
be  sent  to  qualified  candidates  not  meeting  the  shortlisting  criteria 
until  after  the  recruitment  board  has  identified  sufficient  number  of 
suitable  candidates. 

(9)  if  there  are  insufficient  suitably  qualified  applicants  for  the  number 
of  available  vacancies,  the  recruitment  exercise  should  be  continued 
until  its  conclusion.  Other  means  of  filling  the  remaining  vacancies 
(e.g.  re-advertising  in  course  of  time,  or  modifying  the  entry 
requirements)  should  be  considered. 

(10)  If  a  Department/Grade  makes  use  of  assessment  tools  such  as 
examination  or  trade  test,  the  procedure  outlined  in  Paragraphs  5(10) 
-  (1 1)  should  be  followed. 

(11)  Before  the  Department/Grade  is  about  to  interview  candidates,  it 
should  forward  a  submission  to  PSC  which  should  include  the 
information  on  the  composition,  date  and  time  of  the  recruitment 
board  so  that  the  Chairman  and  Members  of  PSC  may  attend  as 
appropriate.  In  case  of  posts  for  which  the  Secretary  for  the  Civil 
Service  is  the  appointment  authority,  the  submission  should  be 
forwarded  to  the  Appointments  Division  of  the  Civil  Service  Bureau. 
A  specimen  submission  is  appended  to  the  Guidebook  on 
Appointments.  As  regards  recruitment  board  arrangements,  the 
Appointments  Division  of  the  Civil  Service  Bureau  should  also  be 
informed  in  all  cases  disabled  candidates  are  involved. 

(12)  In  parallel,  the  Department/Grade  may  also  issue  invitation  letters  to 
the  shortlisted  candidates  to  attend  interviews.  The  procedures 
outlined  in  Paragraphs  5(12)  -  (15)  should  be  followed.  PSC  reserves 
its  right  to  advise  retrospectively,  e.g.  the  Department/Grade  would 
be  asked  to  invite  qualified  candidates  who  have  been  screened  out 
inadvertently  to  attend  interviews.  To  give  sufficient  notice  to  the 
candidates  and  to  allow  a  reasonable  period  of  time  for  PSC  to 
advise,  the  department’s  submission  should  reach  PSC  at  least  2 
working  weeks  before  the  commencement  of  the  interview.  For 
recruitment  exercises  involving  a  large  number  of  applicants,  the 
department  should  allow  more  time,  say  3  working  weeks,  for  PSC’s 
advice. 
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(13)  If  the  Chairman  or  any  Member  of  PSC  expresses  a  wish  to  be 
present  at  the  interviews,  a  folder  containing  all  relevant  papers 
should  be  sent  to  the  Secretary  of  PSC  before  the  interviews. 

(14)  Pre-interview  briefing  and  interview  procedures  should  be  as  given  in 
Paragraphs  5(16)  -  (21). 

(15)  At  the  conclusion  of  all  interviews,  the  recruitment  board  should 
discuss  and  decide  priority  for  appointment  or  waitlisting  for  future 
appointments. 

(16)  The  secretary  will  complete  the  board’s  assessment  form  in  respect 
of  each  interviewee  and  record  the  board’s  observations  and 
recommendations.  The  completed  assessment  form  should  be 
attached  to  the  interviewee’s  original  application  form  (G.F.  340)  and 
these  should  then  be  grouped  and  placed  in  accordance  with  the 
section-titled  dividers  in  the  recruitment  file.  The  secretary  should 
prepare  a  board  report  on  the  board’s  recommendations  relating  to 
candidates  found  suitable  for  appointment  and  waitlisting  for  seeking 
approval  from  the  appointment  authority.  The  final  decision  on 
which  candidates  should  be  appointed  rests  firmly  with  the 
appointment  authority. 

(17)  If  the  recruitment  exercise  is  for  a  rank  for  which  the  Secretary  for 
the  Civil  Service  is  the  appointment  authority,  the  recruitment 
board’s  recommendations,  together  with  all  related  papers,  should  be 
forwarded  to  the  Appointments  Division  of  the  Civil  Service  Bureau, 
which  will  be  responsible  for  seeking  PSC’s  advice.  For  other  posts, 
the  board’s  recommendations  and  all  related  papers  should  be 
forwarded  to  PSC  direct  for  advice. 

(Note  -  Where  there  is  a  large  number  of  vacancies,  the 
Department/Grade  may  consider  making  offers  of  appointment  in 
batches  in  the  course  of  conducting  the  selection  interviews  so  as  to 
speed  up  the  filling  of  vacancies.  In  doing  so,  the  Department/Grade 
should  give  due  regard  to  the  priority  of  candidates  and  the  number 
of  available  vacancies  in  determining  the  distribution  of  candidates  to 
be  offered  appointment  amongst  the  batches.  In  any  case,  care 
should  be  taken  such  that  meritorious  candidates  identified  in  the 
subsequent  interviews  would  not  be  deprived  of  the  chance  of 
appointment  because  vacancies  have  already  been  taken  up  by 
candidates  identified  in  the  preceding  interviews.) 


Amendment  No.  24(23)/2014 


Annex  1.1 


6.  (18)  The  advice  of  PSC  for  the  appointment  or  waitlisting  of  selected 

(Cont’d)  candidates  will  be  conveyed  to  the  Department/Grade.  Copies  of  all 
relevant  documents  in  respect  of  such  candidates  will  be  sent  to  the 
Department/Grade  together  with  the  advice.  Where  appropriate,  the 
appointment  authority  may,  prior  to  the  completion  of  recruitment 
formalities,  issue  provisional  offers  to  selected  candidates.  For 
example,  fresh  graduates  who  are  unable  to  produce  copies  of 
transcripts  for  verification  at  the  time  of  appointment/recruitment 
examination/selection  interview  may  be  offered  appointment  on  a 
conditional  basis,  with  suitable  caveats  on  the  timeframe  for 
submission  of  transcripts.  Specimen  letters  of  provisional  offers  of 
appointment  are  uploaded  at  the  online  Infonnation  Repository  on  the 
Administration  of  the  Civil  Service  Bureau.  For  posts  subject  to 
Integrity  Checking,  no  provisional  offer  should  normally  be  made 
until  the  checking  has  been  satisfactory  completed.  The  advice  of  the 
Civil  Service  Bureau  should  be  sought  where  appropriate. 

(19)  Unsuccessful  candidates  should  be  informed  in  writing  as 
appropriate.  Candidates  who  are  waitlisted  for  future  appointment 
will  be  informed  in  writing  by  the  Civil  Service  Bureau  or  the 
Department/Grade  as  appropriate.  A  sample  letter  is  appended  to  the 
Guidebook  on  Appointments.  The  letter  may  be  varied  to  suit 
individual  cases  but  the  material  contents  of  the  specimen  letter 
should  not  be  changed.  The  waiting  list  is  valid  for  one  year  from  the 
date  when  the  recruitment  board  report  is  approved  or  until  the  next 
recruitment  exercise  is  commenced,  whichever  is  the  earlier.  If  there 
is  adequate  justification,  the  approval  of  the  appointment  authority 
may  be  sought  for  an  extension  of  the  validity  period. 


Amendment  No.  24(24)/2014 


Annex  1.1 


6. 

(Cont’d) 


(20)  Unless  it  is  decided  to  waive  the  requirement  for  a  medical 
examination  before  selected  candidates  are  offered  appointment  (see 
Note  2  of  this  sub-paragraph),  arrangements  should  be  made  for 
candidates  selected  for  appointment  to  be  medically  examined  by  an 
authorised  medical  practitioner.  In  this  connection,  it  should  be 
noted  that  a  medical  examination  report  is  valid  for  five  months  only. 
Re-examination  is  necessary  for  appointments  to  be  made  more  than 
five  months  after  the  date  of  examination.  If  a  candidate  selected  for 
appointment  (including  an  applicant  appointed  on  day-to-day  terms 
pending  the  medical  examination  result)  has  a  disability, 
Departments/Grades  should  ensure  full  compliance  with  the 
provisions  in  the  Disability  Discrimination  Ordinance  (Cap.  487)  and 
the  Code  of  Practice  on  Employment  under  that  Ordinance,  in 
conducting  the  medical  examination  and  considering  whether  to  offer 
appointment  to  the  candidate  concerned.  In  particular,  the  recruiting 
department  is  required  to  provide  reasonable  accommodation  to  a 
selected  candidate  with  a  disability  to  enable  him  to  perfonn  the 
inherent  job  requirements  of  the  office.  If  the  recruiting  department 
considers  that  the  candidate  should  not  be  offered  appointment,  the 
case  should  be  referred  to  an  officer  not  below  the  rank  of  Assistant 
Director,  or  equivalent,  duly  authorised  by  his  Head  of  Department/ 
Head  of  Grade  to  deal  with  such  matters  for  consideration  as  to  why 
the  department  could  not  provide  reasonable  accommodation  to 
enable  the  selected  candidate  to  perform  the  inherent  job 
requirements  of  the  office,  or  why,  despite  the  provision  of 
reasonable  accommodation,  the  candidate  is  considered  unable  to 
perform  the  inherent  job  requirements  of  the  office,  in  the  light  of 
Government’s  policy  on  the  employment  of  disabled  persons  set  out 
in  Civil  Service  Regulation  145. 

(Note  1  -  Subject  to  the  satisfactory  completion  of  other  recruitment 
formalities,  a  selected  candidate  may  be  appointed  on  day-to-day 
terms  pending  the  medical  examination  results.  The  offer  of 
appointment  should  make  it  clear  that  his  temporary  appointment  will 
be  terminated  if  he  fails  the  medical  examination.) 

(Note  2  -  Provided  that  an  appointment  does  not  require  distinctive 
medical  fitness  standards  and  that  there  is  no  reason  to  doubt  the 
physical  fitness  of  a  candidate,  a  Head  of  Department/Head  of  Grade 
or  his  delegate  not  below  D1  level  who  is  normally  responsible  for 
human  resource  management  or  administration  may  waive  the 
requirement  of  a  medical  examination  prior  to  the  appointment  of  a 
selected  candidate.  The  waiver  is  subject  to  the  candidate  being 
required  to  pass  a  medical  examination  as  follows  - 

(i)  Month-to-month  Terms 

within  two  years  of  appointment 


Amendment  No.  24(25)/2014 
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6.  (20)  (ii)  Probationary  Terms 

(Cont’d) 

before  passage  of  the  probation  bar 
(iii)  Agreement  Terms 

as  one  of  the  conditions  for  renewal  of  agreement  for  the  first 
time. 

If  the  candidate  fails  to  demonstrate  at  the  medical  examination  that 
he/she  meets  the  fitness  requirements  for  the  appointment,  his/her 
service  will  be  terminated  on  one  calendar  month’s  notice  or 
payment  of  one  month’s  salary  in  lieu  of  notice  if  he/she  is  on  month- 
to-month  or  probationary  terms.  For  an  agreement  officer,  his/her 
further  employment  will  not  be  considered.  These  conditions  should 
be  made  clear  in  the  appointment  letter.) 

(21)  Integrity  Checking  should  be  arranged  where  appropriate  in 
accordance  with  the  guidelines  promulgated  by  the  Civil  Service 
Bureau. 

(22)  Reference  from  a  selected  candidate’s  current/immediate  former 
employer  may  be  obtained  if  this  is  considered  essential  for 
appointment  by  the  appointment  authority  and  the  consent  of  the 
candidate  has  been  sought.  If  the  candidate  refuses  to  give  consent, 
the  Department/Grade  may  refuse  to  further  process  his/her 
application  for  appointment.  A  request  to  the  candidate’s  employer 
for  a  reference  should  be  marked  “Confidential”,  and  should  include 
the  statement  to  the  effect  that  “Please  note  that  the  reference  will  be 
closed  to  subject  access  during  the  recruitment  process,  unless  you 
indicate  otherwise.  Please  also  note  that  subject  access  to  the 
reference  will  be  granted  upon  request  after  the  recruitment  process 
has  been  completed.”  If  there  is  any  difficulty  in  obtaining  a 
reference  from  the  candidate’s  current/immediate  former  employer, 
the  appointment  authority  should  be  consulted.  If  the  appointment 
authority  is  satisfied  that  such  a  reference  is  not  essential  and  the 
difficulty  experienced  in  obtaining  it  is  causing  an  undue  delay  in 
appointment,  he  may  approve  its  waiver. 

(23)  When  all  recruitment  formalities  in  respect  of  candidates  selected  for 
appointment  to  a  post  for  which  the  Secretary  for  the  Civil  Service  is 
the  appointment  authority  have  been  satisfactorily  completed,  the 
Department/Grade  should  infonn  the  Appointments  Division  of  the 
Civil  Service  Bureau  and  forward  all  relevant  documents.  The 
Appointments  Division  of  the  Civil  Service  Bureau  will  make  offers 
of  appointment  to  these  candidates. 


Amendment  No.  24(26)/2014 
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6. 

(Cont’d) 


(24)  Offers  of  appointment  to  candidates  selected  for  posts  under  the 
appointment  authority  of  the  Department/Grade  should  be  made  by 
the  Department/Grade  on  satisfactory  completion  of  all  recruitment 
formalities.  Specimen  offers  of  appointment  are  uploaded  at  the 
online  Information  Repository  on  the  Administration  of  the  Civil 
Service  Bureau.  The  letter  of  offer  of  appointment,  which  should  be 
copied  to  the  Director  of  Accounting  Services,  should  specify 
essential  particulars  (such  as  salary,  incremental  date,  terms  of 
employment  and  conditions  for  confirmation  in  the  appointment 
where  appropriate)  and  enclose  a  copy  of  the  appropriate 
“Memorandum  on  Conditions  of  Service”.  In  the  case  of  an  officer 
who  has  already  accepted  a  provisional  offer  of  appointment,  an 
additional  offer  is  not  necessary,  but  the  provisional  offer  should  be 
confirmed  in  writing. 

(25)  Waitlisted  candidates  can  subsequently  be  called  forward  and,  on 
satisfactory  completion  of  all  recruitment  fonnalities,  be  offered 
appointment  as  and  when  vacancies  arise  within  the  validity  period 
of  the  waiting  list.  Specimen  letters  of  appointment  are  uploaded  at 
the  online  Information  Repository  on  the  Administration  of  the  Civil 
Service  Bureau. 

(26)  A  copy  each  of  the  appointee’s  application  fonn  (G.F.  340)  and  the 
recruitment  board’s  assessment  of  him  should  be  placed  as  an 
enclosure  in  his  staff  report  file. 

(27)  All  officers  who  have  access  to  documents  relating  to  a  recruitment 
exercise  should  be  reminded  of  the  need  to  handle  them  with  the 
greatest  care,  and  they  should  bear  in  mind  that  unauthorised 
disclosure  of  their  contents  is  contrary  to  the  provisions  of  Paragraph 
3(6)  of  Annex  1.2  to  the  Civil  Service  Regulations  and  of  Security 
Regulation  121. 

(28)  All  documents  relating  to  the  recruitment  exercise  should  be  kept 
properly  with  regard  to  the  provisions  of  the  Personal  Data  (Privacy) 
Ordinance  (Cap.  486).  Unless  any  exemption  stipulated  in  the 
Personal  Data  (Privacy)  Ordinance  could  be  invoked,  a  candidate 
would  be  allowed  to  access  all  his  personal  data  collected  for  the 
purpose  of  the  recruitment  exercise  while  such  data  is  available, 
including  (i)  application  form,  (ii)  selection  assessment  form,  (iii) 
employer  reference  provided  by  the  referee  on  the  implicit  or  explicit 
understanding  that  the  candidate  would  be  allowed  access;  (iv) 
medical  examination  board  report  (unless  the  disclosure  would 
seriously  harm  the  candidate’s  physical  or  mental  well-being);  (v) 
recruitment  examination  scores;  (vi)  personal  particulars  provided  in 
the  forms  for  Integrity  Checking;  and  (vii)  any  deliberations  that 
constitute  personal  data  of  the  candidate  in  accordance  with  the 
Personal  Data  (Privacy)  Ordinance. 


Amendment  No.  24(27)72014 
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Dec  2014  7.  INDUCTION  :  ALL  CATEGORIES  OF  APPOINTMENT 

(1)  The  task  of  selection  is  not  complete  when  the  selected  candidate 
assumes  duty.  Continuous  efforts  must  be  made  to  ensure  that  new 
staff  will  settle  into  their  job  and  the  organisation  smoothly. 

(2)  Effective  reception,  introduction  and  initiation  into  the  department 
and  the  job  are  very  important.  Special  efforts  should  be  made  to  give 
new  appointees  a  feeling  of  security,  a  sense  of  belonging,  a  degree 
of  competence  and  a  feeling  of  achievement. 

(3)  Departmental  Secretaries  have  special  responsibilities  in  this  matter. 
Personal  contact  should  be  made  with  new  staff,  where  this  is 
practicable,  and  at  least  a  full  counselling  service  must  be  available 
to  advise  new  appointees  on  personal  or  official  matters. 


Amendment  No.  24(28)/2014 
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Dec  20 1 4  8 .  VALIDATION  OF  SELECTION  PROCEDURE  : 

ALL  CATEGORIES  OF  APPOINTMENT 

(1)  The  progress  and  contribution  being  made  by  newly  appointed  staff 
within  their  first  few  months  of  service  should  be  monitored.  Their 
performance  should  be  related  to  the  selection  board’s  assessment, 
which  is  kept  on  their  staff  report  files,  to  assess  the  validity  of  the 
interview  report. 

(2)  Staff  losses  from  recruitment  ranks  should  be  recorded  and,  if  losses 
are  significant,  an  attempt  should  be  made  to  determine  reasons  (e.g. 
by  interviewing  resigning  officers).  If  appropriate,  follow-up  action 
should  be  taken  by  means  of  a  critical  examination  of  the  criteria  for 
selection,  reception  and  induction,  staff  and  supervisory  relationship, 
training  and  post  gradings. 


Amendment  No.  24(29)/2014 


Annex  1.2 


CLASSIFICATION  OF  CORRESPONDENCE  AND  DOCUMENTS 


ON  STAFF  MATTERS 


Annex  1.2 


Oct.  2000 


CLASSIFICATION  OF  CORRESPONDENCE  AND 
DOCUMENTS  ON  STAFF  MATTERS 

(1)  CLASSIFICATION 

1.  Correspondence  with  the  Civil  Service  Bureau  on  staff  matters  and 
related  documents  should  be  given,  wherever  appropriate,  a  security 
classification  for  the  purpose  of  providing  protection  against  personal 
or  administrative  embarrassment  arising  from  unauthorised  disclosure. 

2.  There  are  seven  security  classifications  TOP  SECRET,  SECRET, 
CONFIDENTIAL,  RESTRICTED  (ADMIN.),  RESTRICTED 
(STAFF),  RESTRICTED  (TENDER)  and  RESTRICTED  in  the 
Security  Regulations. 

(2)  APPLICATION  OF  CLASSIFICATION 

1.  The  classification  to  be  given  to  any  particular  document  is  the 
personal  responsibility  of  the  originating  officer.  He  should  decide 
whether  the  marking  RESTRICTED  (STAFF)  is  required  or  will 
afford  adequate  protection  to  correspondence  for  despatch.  If  he 
considers  that  such  protection  is  not  afforded  by  RESTRICTED 
(STAFF),  a  higher  security  grading  should  be  used. 

2.  As  a  general  guide,  it  is  suggested  that  the  following  subjects  should 
be  given  the  making  RESTRICTED  (STAFF)  - 

(a)  staff  reports; 

(b)  medical  reports; 

(c)  appointments  and  promotions; 

(d)  refusal  of  passage  of  probation/trial  bars; 

(e)  stoppage/deferment  of  increments; 

(f)  termination  of  service; 

(g)  retirement; 

(h)  invaliding; 

(i)  extension  of  service; 

(j)  conduct  and  discipline; 

(k)  advances  of  salaries  under  CSR  624  and  625; 

(l)  language  examinations;  and 

(m)  nominations  for  courses  of  instruction  and  merit  trips. 


Amendment  No.  63/2000 
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HANDLING  AND  SAFE  KEEPING  OF  CLASSIFIED  DOCUMENTS 

1.  Classified  documents  should  be  handled  in  accordance  with  the 
provisions  of  Security  Regulations. 

2.  Documents  classified  RESTRICTED  (STAFF)  must  be  clearly 
marked  in  red  in  capital  letters  at  the  top  and  bottom  of  every  sheet, 
except  that  machine-bound  books  may  be  marked  only  on  the  covers, 
front  and  back,  and  on  the  title  page. 

3.  RESTRICTED  (STAFF)  documents  must  be  despatched  in  sealed 
envelopes  using  red  wafer  seals.  The  originating  officer  should  sign 
across  the  seal.  Such  documents  should  be  despatched  by  the  normal 
receiving  and  despatch  method,  i.e.  as  for  unclassified 
correspondence. 

4.  The  authority  to  open  RESTRICTED  (STAFF)  correspondence  is 
vested  in  the  Head  of  Department  who  may  delegate  the  authority  to 
appropriate  officers  in  his  department. 

5.  When  a  document  classified  RESTRICTED  (STAFF)  is  received,  the 
envelope  must  be  examined  and  checked  particularly  to  see  that  the 
seals  are  intact.  If  there  are  any  signs  that  the  envelope  has  been 
tampered  with  it  must  be  reported  at  once  to  the  Departmental 
Security  Officer. 

6.  Information  classified  RESTRICTED  (STAFF)  should  be 
communicated  only  to  those  officers  who  are  authorised  to  receive 
such  information  or  who  have  a  need  for  such  information  in  the 
performance  of  their  official  duties. 

7.  RESTRICTED  (STAFF)  documents,  except  staff  reports,  may  be  filed 
in  personnel  files  or  case  files  in  an  office  which  is  locked  up  after 
office  hours.  Otherwise  these  documents  should  be  filed  in 
RESTRICTED  (STAFF)  files  (G.F.  365)  and  kept  in  a  locked  steel 
filing  cabinet. 

8.  Staff  reports  should  be  kept  in  separate  files  and  should  be  stored  in 
locked  steel  filing  cabinets. 


Amendment  No.  75(b)/76 


Annex  1.3(a) 


Length  of  service  to  attain  maximum  pension 


Example  (1):  A  Category  B  officer  joined  the  service  at  the  age  of  18  and  completes  X  months 
service  to  earn  a  pension  at  2/3  of  highest  pensionable  emoluments. 


(a)  Assuming  that  his  entire  service  is  after  1.7.87  which  attracts  pension  at  the  rate  of  1/675  - 

x  _  2 
675  3 


x 


2x675 

3 


=  450  months,  i.e.  37  1/2  years  service  when  the  officer  is 


551/2  years  of  age 


(b)  Assuming  he  has  10  years  service  before  1.4.87  which  attracts  pension  at  the  rate  of  1/800 


120  +  X  - 120  _  2 

800  675  I 

2  120 

X  =  675  (  3  goo  )+  120  =  468.75  months,  i.e.  39  years  and  23  days’ 

service  when  the  officer  is  57  years  of  age 


(c) 


Assuming  he  has  20  years  service  before  1.4.87  which  attracts  pension  at  the  rate  of  1/800 


240  X-240  _  2 
800  675  3 


2  240 

X  =  675  ( - )  +  240 

3  800 


X  =  487.5  months  i.e.  40  years  7  months  and  15  days  when  the  officer  is  58-7/12  years 
of  age 


Amendment  No.  34(a)/2009 
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Example  (2):  An  officer  joined  the  service  at  the  age  of  18  in  a  non-established  office  in  which 
he  served  160  months,  all  of  which  was  before  1.4.87.  He  then  transferred  to  an 
established  office,  and  served  x  months  to  earn  a  pension  at  2/3  of  highest 
pensionable  emoluments.  At  the  time  of  retirement,  he  is  a  Category  A  officer. 


As  only  675/800  of  service  in  a  non-established  office  given  before  1.4.87  is  taken  as  pensionable 
service  of  a  Category  A  officer,  the  months  of  service,  this  officer  has  to  serve  in  the  established 
office  before  attaining  maximum  pension  is  - 

675/800x  160  +  x  =  2 
675  3 

135  +  x  =  2 
675  3 

x  =  315 


The  officer  has  to  complete  475  (160+315)  months  of  service  to  earn  a  pension  at  2/3  of  highest 
pensionable  emoluments.  He  will  be  57-2/12  years  of  age. 


p-5(l):2-3wp6 
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Example  (3):  A  Category  A  officer  joined  the  service  at  the  age  of  18.  He  served  300  months' 
pensionable  service  on  90%  pensionability  prior  to  the  material  date  and  x  months' 
pensionable  service  on  100%  pensionability  to  earn  a  pension  at  2/3  of  100%  of 
highest  pensionable  emoluments. 


As  only  90%  of  highest  pensionable  emoluments  is  taken  in  the  computation  of  pension  benefits 
in  respect  of  service  prior  to  the  material  date,  the  months  of  service  this  officer  has  to  serve  from 
the  material  date  before  attaining  maximum  pension  is  - 


(300  x  90%) +  x  =  2 
675  3 

270  +  x  _  2 
675  3 

x  =  180 


Therefore,  the  officer  has  to  complete  a  total  of  480  (300+180)  months  of  service  to  earn  a 
pension  at  2/3  of  100%  of  highest  pensionable  emoluments.  He  will  be  58  years  of  age. 

(The  above  examples  illustrate  when  maximum  pension  will  be  attained.  For  exact  calculations, 
please  consult  the  Director  of  Accounting  Services.) 


p-5(l):  1  [wp6] 
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(C.S.R.  388) 


Annex  2.1 


A  GUIDE  TO 

REDUNDANCY  OF  MONTHLY-PAID  NON-PENSIONABLE  OFFICERS 

(C.S.R.  388) 


Heads  of  Departments  are  required  to  help  officers  becoming  redundant  to 
adjust  themselves  to  new  circumstances  by: 

(a)  bearing  in  mind  the  need  for  foresight  in  planning  redundancy 
programmes  as  far  ahead  as  possible; 

(b)  planning  the  programme  of  discharge  so  as  to  avoid  discharging 
large  groups  at  the  same  time  (unless  this  is  done,  those  discharged, 
who  probably  have  family  commitments,  will  find  it  difficult  to 
obtain  alternative  employment); 

(c)  encouraging  them  to  take  as  much  of  their  earned  casual  and 
vacation  leave  as  possible  before  they  are  served  formal  notice  of 
the  effective  date  of  discharge  -  this  should  be  a  continuing  policy  at 
all  levels,  despite  apparent  and  actual  shortages; 

(d)  taking  all  possible  steps  to  find  them  alternative  employment  within 
the  civil  service; 

(e)  giving  redundant  staff  priority  over  non-Government  candidates  for 
vacant  posts  in  their  department; 

(f)  facilitating  earlier  discharge  with  all  benefits  for  those  who  find 
alternative  employment  before  their  period  of  notice  expires. 

2.  With  these  principles  in  mind  the  following  procedure  has  been  prepared 

for  the  guidance  of  Departments.  There  may  well  be  special  considerations  attaching 
to  the  circumstances  surrounding  different  redundancy  programmes,  but,  insofar  as  it 
is  possible,  Departments  should  adhere  to  the  following  basic  procedure. 


INITIAL  AND  CONFIDENTIAL  STAGE 


Notifying  the  Secretary  for  the  Civil  Service 

3.  Heads  of  Departments  should  inform  the  Secretary  for  the  Civil  Service  as 

soon  as  they  foresee  the  possibility  of  redundancy.  When  doing  so  they  should  list: 
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(a)  the  number  of  staff,  by  ranks,  who  will  become  redundant; 

(b)  the  number  of  staff  remaining  in  each  rank  affected; 

(c)  the  number  of  redundant  staff  in  each  rank  whom  it  will  be  possible 
to  re-employ  departmentally  in: 

(i)  similar  or  higher  ranks; 

(ii)  lower  ranks; 

(d)  a  proposed  programme  of  discharges;  a  series  of  small  discharges  is 
preferable  to  one  large  discharge; 

(e)  details  of  staff  to  be  discharged,  giving  name,  age,  length  of  service, 
any  disability  or  compassionate  circumstances  (e.g.  size  of 
dependent  family),  approximate  gratuity  or  annual  allowance  and 
vacation  and  casual  leave  due  on  the  anticipated  date  of  the  service 
of  notice. 

Extension  of  service  and  recruitment 


4.  Departments  affected  must  not  worsen  their  redundancy  position  by 
recommending  extensions  of  service  for  those  in  the  affected  grades  or  ranks  or  by 
undertaking  recruitment  to  meet  retirements,  invaliding,  resignations,  etc. 

"Last  in,  first  out" 

5.  Discharge  must  be  based  on  the  principle  of  "last  in,  first  out"  and 
exceptions  will  be  allowed  only  on  special  grounds  and  with  the  Secretary  for  the 
Civil  Service's  approval. 

Action  by  Civil  Service  Bureau  and  Departments  which  have  suitable  vacancies 

6.  When  the  Civil  Service  Bureau  hears  of  forthcoming  redundancies,  it  will 
inform  appropriate  departments  that  officers  who  are  likely  to  be  declared  redundant 
must  be  given  preference  for  any  suitable  current  vacancy  and  for  any  such  vacancy 
likely  to  occur  in  the  near  future.  Such  re-employment  (subject  of  course  to  the  advice 
of  the  Public  Service  Commission  in  the  case  of  posts  with  a  maximum  salary  of 
Point  30  of  the  Master  Scale  or  over)  will  take  priority  over  recommendations  from 
the  Local  Employment  Service  of  the  Labour  Department,  except  those  in  respect  of 
former  Government  officers.  Departments  will  then  supply  the  department  faced  with 
redundancies  with  full  particulars  of  any  suitable  vacancies  and  the  dates  on  which 
they  are  likely  to  occur,  copying  this  information  to  the  Secretary  for  the  Civil  Service. 
Nil  returns  are  required. 
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NON-CONFIDENTIAL  STAGE 

Action  by  department  in  which  the  redundancy  is  to  occur  after  receipt  of  details  of 
vacancies 


7.  The  department  concerned  will  then: 

(a)  explain  to  the  staff  concerned  the  reasons  for  retiring  them 
compulsorily  under  C.S.R.  388; 

(b)  inform  them  in  general  terms  of  the  benefits  and  assistance  due  to 
them  when  they  become  redundant  (paragraph  8  below); 

(c)  find  out  whether  any  of  them  are  interested  in  vacancies  (if  any) 
notified  by  other  departments  under  paragraph  6  above,  and  arrange 
for  suitable  applicants  to  be  interviewed; 

(d)  allow  staff  accepted  for  other  Government  posts  to  transfer 
immediately.  If  the  jobs  are  not  immediately  available,  the 
department  in  which  the  redundancy  is  to  occur  will  inform  the 
Secretary  for  the  Civil  Service  and  state  when  the  posts  will  become 
available;  the  Secretary  for  the  Civil  Service  will  decide  whether  the 
officers  may  remain  in  the  department  during  that  period; 

(e)  inform  the  staff  accepted  for  transfer  to  Government  posts  with  a 
lower  salary  that  they  can  opt  either  to  transfer  to  the  maximum  of 
the  lower  salary  scale  without  any  break  in  service  or  retiring 
benefits,  or  take  all  retiring  benefits  including  leave,  and  be  re¬ 
appointed  after  a  break  in  service  of  at  least  a  day  to  the  minimum 
of  the  new  salary  scale; 

(f)  inform  the  staff  for  whom  no  alternative  Government  employment 
appears  to  be  available  that  they  should  take  all  casual  or  vacation 
leave  due,  whichever  is  the  greater,  under  C.S.R.  1113.  Those  with 
less  than  10  years'  service  will  have  only  casual  leave  available; 
those  with  10  or  more  years'  service  will  probably  have  both  casual 
and  vacation  leave  available.  If  adequate  warning  has  been  given, 
they  will  have  time  to  take  their  casual  or  vacation  leave  and  return 
to  work  before  being  given  formal  notice.  Subject  to  the  exigencies 
of  the  service,  they  can  opt  for  commuted  pay  for  the  period  of 
notice  and  earned  vacation  or  casual  leave  due  at  the  date  of  service 
of  notice.  Anyone  finding  alternative  employment  outside  the 
Government  service  while  on  casual/vacation  leave  (assuming  he 
has  not  opted  for  commutation),  or  while  under  notice,  should  be 
dealt  with  under  paragraph  8(b)  below. 
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Nov.  86 


8.  Three  categories  of  employees  are  concerned,  and  the  nature  of  the 

assistance  which  can  be  given  varies  as  follows  - 

(a)  those  who  are  transferred  without  a  break  of  service  to  other  ranks 

(i)  Officers  transferring  to  ranks  carrying  similar  or  higher  salary 
scales  will  receive  no  retiring  benefits  at  this  stage.  They  will 
carry  forward  their  accumulated  casual  and  vacation  leave  and 
their  entire  service  will  be  taken  into  account  when  they 
eventually  retire  in  the  normal  manner; 

(ii)  those  transferring  to  a  rank  carrying  a  lower  salary  scale  will 
however  be  allowed,  if  they  wish,  to  retire  before  rejoining  in 
the  lower-paid  rank  after  a  nominal  (e.g.  one  day)  break  in 
service  (see  also  paragraph  9  below).  Upon  retirement,  they 
may  receive  the  lump  sum  gratuity  if  they  are  eligible,  but  the 
payment  of  his  monthly  retirement  allowance  will  be 
suspended  during  the  period  of  his  re-employment  in  the  civil 
service. 

(b)  those  offered  alternative  employment  before  period  of  notice  expire, 
or  while  on  leave  following  a  period  of  notice 

Under  CSR  320(2),  non-pensionable  officers  are  required  to  give  a 
month's  notice  of  resignation,  or  forfeit  a  month's  salary  in  lieu. 
They  would,  furthennore,  normally  forfeit  casual  leave  under  CSR 
1133  (or  all  leave,  under  CSR  1112)  and,  on  resignation,  would 
forfeit  retiring  benefits  under  CSR  320(7).  Civil  Service  Regulation 
388  however  provides  that  redundant  non-pensionable  officers  who 
find  other  non-Govemment  employment,  after  they  have  been 
served  with  notice  of  discharge,  should  be  immediately  granted  their 
earned  casual  or  vacation  leave  (whichever  is  the  greater)  under 
CSR  1113  and  will  be  regarded  as  being  compulsorily  retired  with 
effect  from  the  expiry  of  their  leave,  and  be  granted  their  retiring 
benefits.  The  Regulation  also  provides  for  automatic  approval  under 
CSR  559  for  these  officers  to  take  up  paid  employment  during  their 
leave.  If  appropriate,  approval  should  be  sought  under  Section  16  of 
the  Pensions  Ordinance  for  them  to  take  up  paid  employment  whilst 
in  receipt  of  an  annual  allowance,  and  to  retain  that  allowance  in  full. 


Amendment  No.  60/86 


Annex  2.1 


(c)  staff  unable  to  find  alternative  employment  by  the  effective  date  of 
discharge 

Staff  still  in  Government  service  at  the  effective  date  of  discharge 
and  not  selected  for  transfer  to  other  Government  posts  should  be 
advised  to  register  with  the  Local  Employment  Service  of  the 
Labour  Department  for  alternative  employment.  Departments  will 
send  the  Labour  Department  a  list  of  those  eligible  to  be  registered 
at  least  two  weeks  before  the  effective  date  of  discharge.  Staff  in 
this  category  will  be  given  their  retiring  benefits  as  soon  as  possible. 

Salary  on  transfer  to  other  posts 

9.  Salary  on  transfer  to  other  Government  posts  will  be  calculated  in 

accordance  with  the  normal  rules  (see  C.S.R.  130).  However,  if  the  highest  point  on 
the  scale  of  the  new  rank  is  lower  than  his  salary  at  the  time  of  the  redundancy,  the 
officer  should  be  given  the  option  of  transferring  to  the  maximum  of  the  new  scale 
without  retiring  benefits,  or  receiving  all  retiring  benefits  and  being  appointed  on  the 
minimum  of  the  new  scale  after  a  nominal  break  in  service;  he  must  sign  an 
irrevocable  option,  but  only  after  the  ’discharging'  department  has  explained  the 
alternative  in  detail.  If  he  chooses  the  latter  course,  his  incremental  date  will  be 
calculated  with  reference  to  the  date  of  his  new  appointment  in  accordance  with  Civil 
Service  Regulations.  (See  also  paragraph  8(a)  above). 
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A  GUIDE  TO 

PENSIONS,  ANNUAL  ALLOWANCES  AND  GRATUITIES 

(This  guide  is  of  a  purely  explanatory  nature  and  carries  no  legal  force) 


[p-5(l):7] 


Amendment  No.  20(l)/95 


Annex  2.2 


A  GUIDE  TO  THE  CALCULATION  OF  PENSIONS, 
ANNUAL  ALLOWANCES  AND  GRATUITIES 


OLD  PENSION  SCHEME 
A.  Interpretation 

1 .  A  number  of  terms  are  used  in  this  Guide  and  they  are  defined  as  follows- 

(a)  "Established  office"  means  an  office  declared  to  be  an  established 
office  by  an  Order  made  by  the  Chief  Executive  and  published  in  the 
Gazette.  (Such  an  office  was  previously  known  as  pensionable  office.) 

(b)  "Non-established  office"  means  an  office  in  the  public  service  which 
is  not  an  established  office.  (Such  an  office  was  previously  known  as 
non-pensionable  office.) 

(c)  "Category  A  officer"  means  an  officer  who  is  appointed  to  an 
established  office  and  who  is  confirmed  in  an  established  office  at  the 
time  of  his  retirement  or  resignation  from  the  service; 

"Category  B  officer"  means  an  officer  who  is- 

holding  a  non-established  office  at  the  time  of  his  retirement  or 
resignation  from  the  service;  or 

holding  an  established  office  at  the  time  of  his  retirement  or 
resignation  from  the  service  and  who  is  not  confirmed  in  an 
established  office;' 

(d)  "Qualifying  service"  means  service  which  may  be  taken  into  account 
in  detennining  whether  an  officer  is  eligible  by  length  of  service  for 
pension,  gratuity  or  other  allowance  under  the  Pensions  Ordinance 
and  Regulations,  Cap.  89.  It  counts  from  the  date  an  officer  begins  to 
draw  salary  in  respect  of  his  public  service  to  the  date  of  his  leaving 
public  service,  provided  that  the  period  of  service  is  in  a  civil  capacity 
and  is  continuous. 
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(e)  "Pensionable  service"  means  the  service  which  may  be  taken  into 
account  in  computing  a  Category  A  officer's  pension.  Only  service  in 
an  established  office  shall  be  taken  into  account  as  pensionable 
service.  The  following  do  not  count  as  pensionable  service- 

id)  service  on  gratuity-bearing  agreement  terms  unless  the  officer 
has  refunded  the  gratuity  received  (if  any)  with  interest; 

(ii)  service  on  agreement  on  monthly  terms  not  providing  for 
payment  of  a  gratuity  or  on  probation  unless  without  break  of 
service  the  officer  is  confirmed  in  an  established  office;  and 

(iii)  period  of  the  officer's  absence  from  duty  without  salary. 

(f)  "Reckonable  service"  means  service  to  be  taken  into  account  in 
computing  a  Category  B  officer's  retirement  benefits. 

(g)  "Pensionable  emoluments"  means- 

(i)  in  the  case  of  an  officer  on  100%  pensionability,  100%  of  his 
substantive  salary  and  expatriation  pay,  personal  allowance  and 
special  allowance,  if  any; 

(ii)  in  the  case  of  an  officer  on  90%  pensionability,  90%  of 
substantive  salary  and  special  allowance,  if  any,  and  50%  of 
expatriation  pay,  and  100%  of  personal  allowance,  if  any; 

(h)  "Salary"  (applicable  to  Category  B  officers'  cases  only)  means 

remuneration  exclusive  of  cost  of  living  allowance  or  other 
allowance  or  extra  pay  for  work  done  in  hours  which  are  beyond 
the  nonnal  working  period; 

2.  The  definitions  provided  are  not  necessarily  applicable  where  the  terms 

defined  are  used  outside  this  Guide. 


Amendment  No.  20(3)/95 


Annex  2.2 


B.  Grant  of  Annual  Pension  for  Category  A  officer 

3.  An  annual  pension  will  be  granted  when  a  Category  A  officer  leaves  the 
service  under  approved  circumstances  as  set  out  below- 

(a)  retirement  at  the  normal  retirement  age  of  55  after  completion  of 
qualifying  service  of  not  less  than  10  years; 

(b)  voluntary  early  retirement  on  or  after  his  attaining  the  age  of  45,  with 
the  approval  of  the  Chief  Executive,  after  completion  of  qualifying 
service  of  not  less  than  10  years; 

(c)  retirement  on  redundancy  (i.e.  on  abolition  of  office  or  on  re¬ 
organisation  of  the  department  to  effect  greater  efficiency) 
irrespective  of  the  period  of  qualifying  service  completed; 

(d)  retirement  on  invaliding  after  completion  of  qualifying  service  of  not 
less  than  10  years; 

(e)  retirement  in  the  public  interest  irrespective  of  the  period  of 
qualifying  service  completed; 

(f)  compulsory  retirement  on  disciplinary  grounds  irrespective  of  the 
period  of  qualifying  service  completed;  and 

(g)  retirement  in  accordance  with  any  compensation  scheme  irrespective 
of  the  period  of  qualifying  service  completed. 

4.  A  pension  granted  under  circumstances  (e)  and  (f)  above  shall  not  be 
payable  until  the  officer  attains  the  age  of  55  years. 


C.  Grant  of  Annual  Allowance  for  Category  B  officer 

5.  An  annual  allowance  will  be  granted  when  a  Category  B  officer  leaves  the 

service  under  approved  circumstances  as  set  out  below- 

(a)  retirement  at  the  normal  retirement  age  of  55  after  completion  of 
qualifying  service  of  not  less  than  10  years; 

(b)  voluntary  early  retirement  on  or  after  his  attaining  the  age  of  45,  with 
the  approval  of  the  Chief  Executive,  after  completion  of  qualifying 
service  of  not  less  than  10  years; 

(c)  retirement  on  redundancy  (i.e.  on  abolition  of  office  or  on  re¬ 
organisation  of  the  department  to  effect  greater  efficiency) 
irrespective  of  the  period  of  qualifying  service  completed; 
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(d) 

retirement  on  invaliding  after  completion  of  qualifying  service  of  not 
less  than  10  years; 

99 

(e) 

retirement  in  the  public  interest  irrespective  of  the  period  of  qualifying 
service  completed;  and 

99 

(f) 

compulsory  retirement  on  disciplinary  grounds  irrespective  of  the 
period  of  qualifying  service  completed. 

6.  An  annual  allowance  granted  under  circumstances  (e)  and  (f)  above  shall  not 

be  payable  until  the  officer  attains  the  age  of  55  years. 


D.  Grant  of  Short  Service  Gratuity 

7.  An  officer  who  retires  from  the  service  before  completing  the  period  of 

qualifying  service  specified  above  will  not  be  eligible  for  a  pension  but  will  be  eligible 
for  a  one-off  payment  of  short  service  gratuity. 


E.  Calculation  of  Annual  Pension  and  Annual  Allowance 

8.  A  Category  A  officer's  annual  pension  or  a  Category  B  officer's  annual 

allowance  is  calculated  as  follows- 


Category 
A  officer 


Highest  annual  X  Length  of  pensionable  X  Factor 

pensionable  service  (in  months,  any 

emoluments  residual  period  of  less  than 

a  complete  month  would 
be  taken  into  account  as  a 
fraction  of  a  complete 
month  of  30  days) 


Category  B  :  Highest 
officer  annual 

salary 


X  Length  of  service  under  the  X  Factor 

Government  (in  months, 
any  residual  period  of  less 
than  a  complete  month 
would  be  taken  into 
account  as  a  fraction  of  a 
complete  month  of  30  days) 


Amendment  No.  19/99 


Annex  2.2 


9.  If  a  Category  A  officer  had  a  period  of  service  in  a  non-established  office, 
and  such  service  was  immediately  followed  by  service  in  an  established  office  and  the 
officer  is  subsequently  confirmed  in  an  established  office,  only  3/4  of  his  service  in  the 
non-established  office  will  be  taken  into  account  as  pensionable  service  of  a  Category  A 
officer. 

10.  The  factors  for  computation  of  retirement  benefits  are  as  follows- 

(a)  in  the  case  of  a  Category  A  officer  -  1/600; 

(b)  in  the  case  of  a  Category  B  officer  -  1/800  for  service  under  the 
Government  up  to  25  years;  and 

1/600  for  service  under  the  Government  in  excess  of  25  years. 

11.  The  annual  pension  payable  to  a  Category  A  officer  and  the  annual 
allowance  payable  to  a  Category  B  officer  are  subject  to  a  maximum  of  two-thirds  of 
the  highest  annual  pensionable  emoluments  enjoyed  by  a  Category  A  officer  and  the 
highest  annual  salary  enjoyed  by  a  Category  B  officer  respectively. 

12.  An  officer  may  elect  to  have  his  annual  pension  or  annual  allowance 
converted  into  a  reduced  pension  or  a  reduced  annual  allowance  of  75%,  80%,  85%, 
90%  or  95%  of  the  full  pension  or  annual  allowance  together  with  a  commuted  lump 
sum  pension  gratuity  or  annual  allowance  gratuity  equal  to  14  times  the  amount  of 
annual  reduction.  This  option  for  a  commuted  pension  gratuity  or  commuted  annual 
allowance  gratuity  and  a  reduced  pension  or  a  reduced  annual  allowance  must  be  made 
before  the  effective  date  of  the  officer's  retirement. 

(It  should  be  noted  that  the  officers  referred  to  in  the  following  examples  up  to 
subsection  K  of  this  section  are  assumed  to  be  on  100%  pensionability  throughout 
their  service  in  the  Government  unless  stated  otherwise.) 

Examples 

I.  A  Category  A  officer  retiring  with  highest  pensionable  emoluments  at  $18,000 
p.m.  and  300  months'  pensionable  service  - 


Unreduced 
annual  pension 


$216,000  (highest  annual  pensionable 

emoluments)  x  300  (months)  x  — 

600 

(factor) 

$108,000  p.a. 
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He  may  commute  25%  of  this  pension  into  a  lump  sum  as  follows  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$  108,000  x  25%  x  14 
$378,000 


$108,000  x  (1-25%) 
$81,000  p.a. 


II.  A  Category  A  officer  had  200  months'  service  in  a  non-established  office 
followed  immediately  by  100  months'  service  in  an  established  office  before 
retirement,  and  has  attained  highest  pensionable  emoluments  at  $18,000  p.rn.  - 


Unreduced  annual 
pension 


$216,000  (highest  annual  pensionable 

3 

emoluments)  x  (200  x  —  +  100)  (months) 

x  — (factor) 

600 


$90,000  p.a. 


He  may  commute  25%  of  this  pension  into  a  lump  sum  as  follows  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$90,000  x  25%  x  14 
$315,000 


$90,000  x(l  -25%) 
$67,500  p.a. 


III. 


A  Category  B  officer  retiring  with  the  highest  salary  at  $9,000  p.rn.  and  350 
months'  service  - 


Unreduced  annual 
allowance 


$108,000  (highest 
x[300  (months)  x 

+  50  (months)  x 
$49,500  p.a. 


annual  salary) 

— —  (factor) 
800 

— —  (factor)] 
600 
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He  may  commute  25%  of  this  annual  allowance  into  a  lump  sum  as  follows  - 


Commuted 

annual 

allowance 

gratuity 

plus 

Reduced 

annual 

allowance 


$49,500  x  25%  x  14 
$173,250 


$49,500  x(l  -25%) 
$37,125  p.a. 


IV.  A  Category  B  officer  retiring  with  the  highest  salary  at  $9,000  p.m.  and  500 
months'  service  - 


Unreduced  annual 
allowance 


$108,000  (highest  annual  salary) 

x[300  (months)  x  — —  (factor) 
800 

+  200  (months)  x  — —  (factor)] 
600 

$76,500  p.a. 


But  since  $76,500  p.a.  exceeds  2/3  of  highest 
annual  salary,  the  maximum  unreduced  annual 
allowance  payable  will  be  $72,000  p.a. 


He  may  commute  25%  of  this  annual  allowance  into  a  lump  sum  as  follows- 


Commuted 

annual 

allowance 

gratuity 

plus 

Reduced 

annual 

allowance 


$72,000  x  25%  x  14 
$252,000 


$72,000  x  (1-25%) 
$54,000  p.a. 


F.  Calculation  of  Short  Service  Gratuity 

13.  For  an  officer  who  retires  from  the  service  with  less  than  the  specified 

qualifying  service,  the  short  service  gratuity  payable  is  equal  to  7  times  the  annual 
pension  or  annual  allowance  for  which  the  officer  would  have  been  payable  had  there 
been  no  requirement  for  qualifying  service. 


Amendment  No.  20(8)/95 


Annex  2.2 


Examples 


I.  A  Category  A  officer  retiring  with  the  highest  pensionable  emoluments  at 
$18,000  p.m.  and  60  months'  pensionable  service  - 


Short 

service 

gratuity 


$216,000  (highest  annual  pensionable 


emoluments)  x  60  (months)  x  - 

600 


(factor)  x  7 


$151,200 


II.  A  Category  B  officer  retiring  with  the  highest  salary  at  $9,000  p.m.  and  60 
months'  service  - 


Short  service 
gratuity 


$108,000  (highest  annual  salary) 

x  60  (months)  x  — (factor)  x  7 
800 

$56,700 


G.  Retirement  on  invaliding 

14.  If  an  officer  who  is  invalided  from  the  service  and  whose  period  of 

qualifying  service  is:  - 


(a)  not  less  than  5  nor  more  than  20  years;  or 

(b)  more  than  20  years  but  whose  pensionable  service  (if  the  officer  is  a 
Category  A  officer)  or  reckonable  service  (if  the  officer  is  a  Category 
B  officer)  is  less  than  20  years, 


the  length  of  service  for  calculating  his  retirement  benefits  will  be 


(a)  twice  the  actual  period  of  his  pensionable  service  or  reckonable 
service,  subject  to  a  maximum  of  20  years;  or 

(b)  the  period  of  pensionable  service  or  reckonable  service  that  he  would 
have  completed  if  he  had  served  until  attaining  the  age  of  55; 


whichever  is  the  lesser. 


Examples 

I.  A  Category  A  officer  who  is  invalided  after  completing  10  years  (120  months) 
service  at  the  age  of  40  with  the  highest  pensionable  emoluments  at  $  1 8,000  p.m. 

Unreduced  annual  =  $216,000  (highest  annual  pensionable 

pension 

emoluments)  x  120  x  2  (enhanced  months 

of  service)  x  — —  (factor) 

600 

=  $86,400  p.a. 
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He  may  commute  25%  of  this  pension  into  a  lump  sum  gratuity  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$86,400  x  25%  x  14 
$302,400 


$86,400  x  (1-25%) 
$64,800  p.a. 


II.  A  Category  B  officer  who  is  invalided  at  the  age  of  45  after  completing  10  years 
(120  months)  service,  with  the  highest  salary  at  $9,000  p.rn. 


Unreduced 

annual 

allowance 


$108,000  (highest  annual  salary)  x 
120  x  2  (enhanced  months  of  service) 

x  — —  (factor) 

800 

$32,400  p.a. 


He  may  commute  25%  of  this  annual  allowance  into  a  lump  sum  gratuity- 


Commuted 

annual 

allowance 

gratuity 

plus 

Reduced 

annual 

allowance 


$32,400  x  25%  x  14 
$113,400 


$32,400  x  (1-25%) 
$24,300  p.a. 


H.  Retirement  on  redundancy 

Mar.  99  15.  An  annual  pension  or  annual  allowance  is  granted  to  an  officer  who  retires 

from  service  on  abolition  of  office  or  on  re-organisation  of  the  department  to  effect 
greater  efficiency,  irrespective  of  the  period  of  qualifying  service  completed.  On  top  of 
the  annual  pension  or  annual  allowance,  an  additional  pension  or  additional  annual 
allowance  is  granted  at  the  following  prescribed  rate  - 


(a)  in  the  case  of  a  Category  A  officer  -  1/60  of  his  annual  pensionable 
emoluments  for  each  complete  period  of  3  years  pensionable  service; 


Provided  that  - 


(i)  the  addition  shall  not  exceed  10/60;  and 
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(ii)  the  additional  pension  together  with  the  remainder  of  the 
officer's  pension  shall  not  exceed  the  pension  for  which  he 
would  have  been  eligible  if  he  had  continued  to  hold  the  office 
held  by  him  until  the  date  of  his  retirement  having  received  all 
the  increments  for  which  he  would  have  been  eligible  by  that 
date. 

(b)  in  the  case  of  a  Category  B  officer  - 

(i)  1/80  of  his  annual  salary  for  each  complete  period  of  3  years 
service  under  the  Government  up  to  24  years; 

(ii)  1 1/720  of  his  annual  salary  for  the  complete  period  of  3  years 
service  under  the  Government  after  24  years;  and 

(iii)  1/60  of  his  annual  salary  for  each  complete  period  of  3  years 
service  under  the  Government  after  27  years. 

Provided  that  - 

(i)  any  such  additional  annual  allowance  shall  not  exceed  10/80  of 
the  officer's  annual  salary;  and 

(ii)  any  such  additional  annual  allowance  together  with  the 
remainder  of  the  officer's  annual  allowance  shall  not  exceed  the 
annual  allowance  for  which  he  would  have  been  eligible  if  he 
had  continued  to  hold  the  office  held  by  him  until  the  date  of  his 
retirement  having  received  all  the  increments  for  which  he 
would  have  been  eligible  by  that  date. 

Examples 

I.  A  Category  A  officer  who  is  retired  at  the  age  of  40  on  redundancy  after 
completing  18  years'  service,  and  his  highest  pensionable  emoluments  at  $18,000 
p.m.  which  is  the  maximum  of  his  rank's  salary  scale. 


Additional 

unreduced 

annual 

pension 


1 8  1 

$216,000  x  —  x  — 
3  60 


$21,600  p.a. 


Unreduced 
annual 
pension  at 
normal  rate 


Total 

unreduced 

pension 


$216,000  x  216  x - 

600 


$77,760  p.a. 

$21,600 +  $77,760  p.a. 
$99,360  p.a. 
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He  may  commute  25%  of  this  pension  into  a  lump  sum  gratuity 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$99,360  x  25%  x  14 
$347,760 


$99,360  x  (1-25%) 
$74,520  p.a. 


A  Category  B  officer  who  is  retired  at  the  age  of  52  on  redundancy  after 
completing  30  years'  service  and  the  highest  salary  attained  is  $9,000  p.m.  which 
is  the  maximum  of  his  rank's  salary  scale  - 


Complete  period  of  3  years'  unbroken  service  under  the  Government: 


24 

(a)  up  to  24  years  =  —  =8 

27-24 

(b)  after  24  years  up  to  27  years  =  — - —  =  1 

,  ,  ^  (30-27)  , 

(c)  alter  27  years  = - =  1 


Additional 

unreduced 

annual 

allowance 


Unreduced 
annual 
allowance 
at  nonnal 
rate 

Total 

unreduced 

pension 


$108,000  x  (8  x  —  +  1  x  —  +  1  x  — ) 

80  720  60 

$14,250  p.a. 

However  this  amount  exceed  —  of  $108,000 

80 

(i.e.  $13,500)  hence  additional  unreduced 
annual  allowance  =  $13,500 

$108,000  x  (300  x  — — —  "I-  60  x  — — —  ) 

800  600 

$51,300  p.a. 


$13,500  +  $51,300  p.a. 
$64,800  p.a. 


But  if  he  retires  at  the  nonnal  retirement  age  of  55,  he  would  have  completed  33 
years'  reckonable  service  and  his  unreduced  annual  allowance  will  be  $108,000  x 
(300  x  1/800  +  96  x  1/600)  =  $57,780  p.a.  Since  the  addition  together  with  the 
remainder  of  the  officer's  annual  allowance  ($64,800  p.a.)  exceed  the  annual 
allowance  for  which  he  would  have  been  eligible  if  he  had  retired  at  the  nonnal 
retirement  age  ($57,780  p.a.),  the  officer  will  therefore  only  be  eligible  for  a  total 
annual  allowance  of  $57,780  p.a. 
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Mar.  99 


He  may  commute  25%  of  this  annual  allowance  into  a  lump  sum  gratuity 


Commuted 

annual 

allowance 

gratuity 

plus 

Reduced 

annual 

allowance 


$57,780  x  25%  x  14 
$202,230 


$57,780  x  (1-25%) 
$43,335  p.a. 


I. 

16. 


Additional  pension  for  injury  on  duty 

When  an  officer  is  permanently  injured  - 

(a)  in  the  actual  discharge  of  his  duty; 

(b)  not  due  to  his  own  serious  and  wilful  misconduct;  and 

(c)  on  account  of  circumstances  specifically  attributable  to  the  nature  of  his 
duty, 


he  shall  be  granted  an  additional  pension  on  retirement  where  his  capacity  to  contribute 
to  his  own  support  becomes  impaired  at  or  after  the  retirement,  provided  that  no 
compensation  has  been  paid  under  the  Employees’  Compensation  Ordinance,  the 
Pneumoconiosis  (Compensation)  Ordinance  or  the  Occupational  Deafness 
(Compensation)  Ordinance  in  respect  of  the  same  injury. 


17.  The  annual  additional  pension  is  calculated  by  multiplying  the  annual 

pensionable  emoluments  (in  case  of  a  Category  A  officer)  or  annual  salary  (in  case  of  a 
Category  B  officer)  drawn  by  the  officer  at  the  date  of  his  injury  with  - 


(a)  if  the  injury  occurred  before  1.2.93,  the  following  rate  according  to 
the  degree  of  impairment  as  determined  by  a  Medical  Board  - 

Slightly  impaired  -  50/600 

Impaired  -  100/600 

Materially  impaired  -  150/600 

Totally  destroyed  -  200/600 

The  amount  of  additional  pension  payable  may  however  be  reduced  if 
the  injury  is  not  the  cause  or  the  sole  cause  of  retirement;  or 

(b)  if  the  injury  occurred  on  or  after  1.2.93,  the  actual  percentage  of  such 
permanent  incapacity.  The  amount  of  additional  pension  payable  will 
not  normally  be  reduced. 


Amendment  No.  20(b)/99 


Annex  2.2 


J.  Daily-rated  staff 

18.  A  daily-rated  officer  who  has  not  less  than  5  years  continuous  service  may, 
if  he  retires  in  one  of  the  circumstances  prescribed  in  paragraph  5(a),  (b),  (c)  and  (d),  be 
granted  a  lump-sum  gratuity  of  1 5  times  the  rate  of  pay  per  day  at  the  date  of  retirement 
for  every  completed  period  of  12  months'  service  (i.e.  about  2  weeks  pay  for  each  year 
of  service).  The  following  example  shows  how  it  is  calculated: 

Example: 

60  months  service  =  5  years 
Gratuity  =  1 5  x  5  x  rate  of  pay  per  day 

K.  Service  partly  as  a  daily-rated  officer  and  partly  as  a  monthly-paid  officer 

19.  An  officer  who  has  served  partly  as  a  daily-rated  officer  and  partly  as  a 
monthly-paid  officer  may,  if  he  retires  in  one  of  the  circumstances  prescribed  in 
paragraph  5(a),  (b),  (c)  and  (d),  be  granted  the  following  awards: 

(a)  a  lump-sum  gratuity  for  service  as  a  daily-rated  officer  provided  his 
total  service  is  not  less  than  5  years  (Note  -  he  may  elect,  in  lieu  of 
receiving  such  a  gratuity,  to  have  his  continuous  daily  paid  service 
prior  to  transfer  to  monthly  paid  service  to  be  deemed  to  be  service  in 
a  non-established  office  for  the  purpose  of  calculating  his  retirement 
benefits  under  (b)  below);  and 

(b)  a  lump-sum  gratuity  in  respect  of  his  monthly-paid  service  if  less  than 
10  years,  or  an  annual  allowance  (with  or  without  commutation)  in 
respect  of  such  service  if  not  less  than  10  years.) 

L.  Death  Gratuity 

20. 1  Death  gratuity  is  payable  when  an  officer  dies  in  the  service- 

(a)  after  completing  not  less  than  2  years'  qualifying  service;  or 

(b)  as  a  result  of  injuries  received  in  the  following  circumstances, 
irrespective  of  the  length  of  his  qualifying  service- 

(i)  in  the  actual  discharge  of  his  duty; 

(ii)  not  due  to  his  own  serious  and  wilful  misconduct;  and 

(iii)  on  account  of  circumstances  specifically  attributable  to  the 
nature  of  his  duty. 
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The  death  gratuity  payable  shall  be  an  amount  equivalent  to  - 

(a)  In  the  case  of  a  Category  A  officer  - 

(i)  his  annual  pensionable  emoluments;  or 

(ii)  his  maximum  commuted  pension  gratuity  (i.e.  25% 

commutation), 

whichever  is  the  greater. 

(b)  In  the  case  of  a  Category  B  officer  - 

(i)  his  9  months'  salary;  or 

(ii)  the  maximum  commuted  annual  allowance  gratuity  (i.e.  25% 
commutation); 

whichever  is  the  greater. 

20.2  In  the  case  of  an  officer  who  dies  in  service  and  whose  period  of  qualifying 
service  is  - 

(a)  not  less  than  5  nor  more  than  20  years;  or 

(b)  more  than  20  years  but  whose  pensionable  service  (if  the  officer  is  a 
Category  A  officer)  or  reckonable  service  (if  the  officer  is  a  Category 
B  officer)  is  less  than  20  years, 

the  pensionable  service  or  reckonable  service  which  may  be  taken  into  account  for 
computation  of  death  gratuity  may  be  supplemented  by  deeming  his  pensionable  service 
or  reckonable  service  to  be  - 

(i)  twice  the  actual  period  of  his  pensionable  service  or  reckonable 
service,  subject  to  a  maximum  of  20  years;  or 

(ii)  the  period  of  pensionable  service  or  reckonable  service  he  would  have 
completed  if  he  had  served  until  attaining  his  retirement  age, 

whichever  is  the  lesser. 

20.3  In  the  case  of  a  daily-rated  staff,  the  death  gratuity  payable  shall  be  an 
amount  equivalent  to  one  hundred  and  eighty  days  pay. 
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20.4  In  the  case  of  a  pensioner  who  dies  after  retirement,  the  death  gratuity 
payable  shall  be  an  amount  equivalent  to  - 

(i)  his  annual  pensionable  emoluments  (if  the  officer  is  a  Category  A 
officer)  or  9  months'  salary  (if  the  officer  is  a  Category  B  officer);  or 

(ii)  the  maximum  commuted  pension  gratuity  (if  the  officer  is  a  Category 
A  officer)  or  commuted  annual  allowance  gratuity  (if  the  officer  is  a 
Category  B  officer); 

whichever  is  the  greater,  less  all  the  pension/  annual  allowance  and 
commuted  pension/annual  allowance  gratuity  which  he  had  received,  but 
excluding  any  additional  pension  granted. 


M.  Ex- gratia  Payment 

21.  Where  an  officer  who  is  not  on  agreement  and  has  completed  less  than  2 

years'  qualifying  service  dies  while  in  service,  an  ex-gratia  payment  will  be  granted  as 
follows  - 

(a)  where  the  officer  has  completed  less  than  1  year's  qualifying  service, 
one  fourth  of  his  annual  pensionable  emoluments;  or 

(b)  where  the  officer  has  completed  not  less  than  1  year's  qualifying 
service,  half  of  his  annual  pensionable  emoluments. 
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NEW  PENSION  SCHEME 
A.  Interpretation 

22.  A  number  of  terms  are  used  in  this  Guide  and  they  are  defined  as  follows  - 

"Established  office"  means  an  office  declared  to  be  an  established  office  by 
an  Order  made  by  the  Chief  Executive  and  published  in  the  Gazette.  (Such  an 
office  was  previously  known  as  pensionable  office.) 

"Non-established  office"  means  an  office  in  the  public  service  which  is  not 
an  established  office.  (Such  an  office  was  previously  known  as  non- 
pensionable  office.) 

'"Category  A  officer"  means  an  officer  who  is  appointed  to  an  established 
office  and  who  is  confirmed  in  an  established  office  at  the  time  of  his 
retirement  or  resignation  from  the  service; 

"Category  B  officer"  means  an  officer  who  is  - 

holding  a  non-established  office  at  the  time  of  his  retirement  or 
resignation  from  the  service;  or 

holding  an  established  office  at  the  time  of  his  retirement  or 
resignation  from  the  service  and  who  is  not  confirmed  in  an 
established  office;' 

(It  is  necessary  to  distinguish  between  Category  A  officers  and  Category  B 
officers  because  their  service  prior  to  1.4.1987  attracts  different  pension 
earning  rate.) 

"Serving  Officer"  means  an  officer  who  has  opted  in  accordance  with 
subsection  (1)  of  section  (8)  of  Pension  Benefits  Ordinance,  Cap.  99  and 
whose  option  has  not  been  rejected  under  subsection  (2)  of  that  section. 

"Qualifying  service"  means  service  which  may  be  taken  into  account  in 
determining  whether  an  officer  is  eligible  by  length  of  service  for  pension 
benefits.  It  counts  from  the  date  an  officer  begins  to  draw  salary  in  respect  of 
his  public  service  to  the  date  of  his  leaving  public  service,  provided  that  the 
period  of  service  is  in  a  civil  capacity  and  is  continuous. 
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"Pensionable  service"  means  the  service  which  may  be  taken  into  account  in 

computing  pension  benefits.  Only  service  on  terms  which  attract  pension 

benefits  shall  be  taken  into  account  as  pensionable  service.  The  following  do 

not  count  as  pensionable  service  - 

(i)  service  on  gratuity-bearing  agreement  terms  unless  the  officer  has 
refunded  the  gratuity  received  (if  any)  with  interest; 

(ii)  service  on  agreement  on  monthly  terms  not  providing  for  payment  of 
a  gratuity  unless  without  break  of  service  the  officer  is  confirmed  in 
an  established  office; 

(iii)  service  in  an  office  the  terms  of  appointment  of  which  do  not  attract 
pension  benefits;  and 

(iv)  period  of  the  officer's  absence  from  duty  without  salary. 

"Pensionable  emoluments"  means  - 

(i)  in  the  case  of  an  officer  on  100%  pensionability,  100%  of  his 
substantive  salary  and  expatriation  pay,  personal  allowance  and 
special  allowance,  if  any; 

(ii)  in  the  case  of  an  officer  on  90%  pensionability,  90%  of  substantive 
salary  and  special  allowance,  if  any,  and  50%  of  expatriation  pay,  and 
100%  of  personal  allowance,  if  any; 

(iii)  in  the  case  of  an  officer  who  transferred  from  90%  to  100% 
pensionability  on  joining  the  New  Pension  Scheme  : 

90%  of  substantive  salary,  and  special  allowance,  if  any,  and 
50%  of  expatriation  pay,  and  100%  of  personal  allowance,  if 
any,  in  respect  of  service  prior  to  the  material  date  of  transfer  to 
100%  pensionability. 

100%  of  his  substantive  salary  and  expatriation  pay,  personal 
allowance  and  special  allowance,  if  any,  in  respect  of  service  on 
or  after  the  material  date. 

23.  The  definitions  provided  are  not  necessarily  applicable  where  the  tenns 

defined  are  used  outside  this  Guide. 
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B.  Grant  of  Annual  Pension 

24.  An  annual  pension  will  be  granted  when  an  officer  leaves  the  service  under 

approved  circumstances  as  set  out  below  - 

(a)  retirement  at  the  normal  retirement  age  after  completion  of  qualifying 
service  of  not  less  than  10  years; 

(b)  voluntary  early  retirement  after  completion  of  qualifying  service  of 
not  less  than  10  years  - 

(i)  in  the  case  of  serving  officers  appointed  before  1  July  1987 
retiring  on  or  after  his  attaining  the  age  of  55; 

(ii)  in  the  case  of  the  Rank  and  File  of  the  Disciplined  Services 
retiring  early  on  or  after  the  age  of  50; 

(iii)  in  the  case  of  the  Officer  grades  of  the  Disciplined  Services 
retiring  early  on  or  after  the  age  of  55; 

(c)  retirement  on  redundancy  (i.e.  on  abolition  of  office  or  on  re¬ 
organisation  of  the  department  to  effect  greater  efficiency)  after 
completion  of  qualifying  service  of  not  less  than  2  years; 

(d)  retirement  on  invaliding  after  completion  of  qualifying  service  of  not 
less  than  5  years; 

(e)  retirement  in  the  public  interest  irrespective  of  the  period  of 
qualifying  service  completed; 

(f)  compulsory  retirement  on  disciplinary  grounds  irrespective  of  the 
period  of  qualifying  service  completed; 

(g)  retirement  in  accordance  with  any  compensation  scheme  irrespective 
of  the  period  of  qualifying  service  completed; 

(h)  resignation  from  service,  with  the  approval  of  the  Secretary  for  the 
Civil  Service,  after  completion  of  qualifying  service  of  not  less  than 
10  years;  and 

(i)  retirement  on  attaining  maximum  pension  status. 
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25.  A  pension  granted  under  circumstances  (e),  (f)  and  (h)  above  shall  be  a 

deferred  pension  payable  - 

(a)  when  an  officer  appointed  to  the  service  before  1  July  1987  attains  the 
age  of  55; 

(b)  when  a  Disciplined  Services  staff  appointed  to  the  service  on  or  after 
1  July  1987  attains  the  prescribed  retirement  age; 

(c)  when  an  officer  other  than  a  Disciplined  Services  staff  appointed  on 
or  after  1  July  1987  attains  the  age  of  60. 


C.  Grant  of  Short  Service  Gratuity 

26.  An  officer  who  retires  from  the  service  before  completing  the  period  of 

qualifying  service  specified  above  will  not  be  eligible  for  a  pension  but  will  be  eligible 
for  a  one-off  payment  of  short  service  gratuity. 


D.  Calculation  of  Annual  Pension 

27.  Annual  pension  is  calculated  by  multiplying  each  month  of  an  officer's 

pensionable  service  by  his  highest  annual  pensionable  emoluments  and  a  pension  factor, 
i.e.- 


Highest  X 

Length  of 

X 

Pension 

annual 

pensionable 

factor 

pensionable 

service 

emoluments 

(in  months 
any  residual 
period  of 
less  than 
a  complete 
month  would 
be  taken 
into  account 
as  a  fraction 

of  a  complete 
month  of 

30  days) 

28.  If  a  Category  A  officer  had  a  period  of  service  in  a  non-established  office 

prior  to  1  April  1987,  and  such  service  was  immediately  followed  by  service  in  an 
established  office  and  the  officer  is  subsequently  confirmed  in  an  established  office, 
only  675/800  of  his  service  in  the  non-established  office  will  be  taken  into  account  as 
pensionable  service  of  a  Category  A  officer. 
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29.  The  pension  factors  for  computation  of  pension  benefits  are  as  follows  - 

(a)  in  the  case  of  a  Category  A  officer  -  1/675; 

(b)  in  the  case  of  a  Category  B  officer  - 
1/800  for  service  before  1  April  1987;  and 
1/675  for  service  on  or  after  1  April  1987. 

30.  The  annual  pension  payable  is  subject  to  a  maximum  of  two-thirds  of  the 
highest  annual  pensionable  emoluments  enjoyed  by  the  officer. 

3 1 .  An  officer  may  elect  to  have  his  annual  pension  converted  into  a  reduced 
pension  of  50%,  55%,  60%,  65%,  70%,  75%,  80%,  85%,  90%  or  95%  of  the  full 
pension  together  with  a  commuted  lump  sum  pension  gratuity  equal  to  14  times  the 
amount  of  annual  reduction.  This  option  for  a  commuted  pension  gratuity  and  a  reduced 
pension  must  be  made  before  the  effective  date  of  the  officer's  retirement. 

(It  should  be  noted  that  the  officers  referred  to  in  the  following  examples  up  to 
subsection  I  of  this  section  are  assumed  to  be  on  100%  pensionability  throughout 
their  service  in  the  Government  unless  stated  otherwise.) 


Examples 

I.  A  Category  A  officer  retiring  with  highest  pensionable  emoluments  at  $18,000 
p.m.  and  300  months’  pensionable  service  - 


Unreduced 

annual 

pension 


$216,000  (annual  pensionable 

emoluments)  x  300  (months)  x  — 

675 

(pension  factor) 

$96,000  p.a. 


He  may  commute  50%  of  this  pension  into  a  lump  sum  as  follows  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$96,000  x  50%  x  14 
$672,000 


$96,000  x(l  -50%) 
$48,000  p.a. 


Amendment  No.  20(2 1)/95 


Annex  2.2 


II.  A  Category  A  officer  had  200  months'  service  in  a  non-established  office  prior  to 
1  April  1987,  followed  immediately  by  100  months'  service  in  an  established 
office  before  retirement,  and  has  attained  highest  pensionable  emoluments  at 
$18,000  p.m.  - 

Unreduced  =  $216,000  (annual  pensionable  emoluments) 

675 

x  (200  x  +  100)  (pensionable  service) 

x  — —  (pension  factor) 

675 

$86,000  p.a. 

He  may  commute  50%  of  this  pension  into  a  lump  sum  as  follows  - 

Commuted  =  $86,000  x  50%  x  14 

pension  =  $602,000 

gratuity 

plus 

Reduced  =  $86,000  x  (1  -  50%) 

annual  =  $43,000  p.a. 

pension 

III.  A  Category  B  officer  retiring  with  the  highest  pensionable  emoluments  at  $9,000 
p.m.  and  300  months'  service,  100  of  which  was  prior  to  1  April  1987  - 


annual 

pension 


Unreduced 

annual 

pension 


$108,000  (annual  pensionable  emoluments) 
x  [100  (months)  x  (pension  factor) 

+  200  (months)  x  — —  (pension  factor)] 

675 

$45,500  p.a. 


He  may  commute  50%  of  this  pension  into  a  lump  sum  as  follows  - 

Commuted  =  $45,500  x  50%  x  14 

pension  =  $318,500 

gratuity 

plus 

Reduced  =  $45,500  x  (1  -  50%) 

annual  =  $22,750  p.a. 

pension 

IV.  A  Category  B  officer  retiring  with  the  highest  pensionable  emoluments  at  $9,000 
p.m.  and  500  months'  service,  200  of  which  was  prior  to  1  April  1987  - 
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Unreduced 

annual 

pension 


$108,000  (annual  pensionable  emoluments) 
x  [200  (months)  x  (pension  factor) 

+  300  (months)  x  — —  (pension  factor)] 

675 

$75,000  p.a. 


But  since  $75,000  p.a.  exceeds  2/3  of  highest 
annual  pensionable  emoluments,  the  maximum 
unreduced  pension  payable  will  be  $72,000  p.a. 


He  may  commute  50%  of  this  pension  into  a  lump  sum  as  follows  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$72,000  x  50%  x  14 
$504,000 


$72,000  x(l  -50%) 
$36,000  p.a. 


E.  Calculation  of  Short  Service  Gratuity 


32.  For  an  officer  who  retires  from  the  service  with  less  than  the  specified 

qualifying  service,  the  short  service  gratuity  payable  is  equal  to  7  times  the  annual 
pension  for  which  the  officer  would  have  been  payable  had  there  been  no  requirement 
for  qualifying  service. 

Examples 


I.  A  Category  A  officer  retiring  with  the  highest  pensionable  emoluments  at 
$18,000  p.m.  and  60  months'  pensionable  service  - 


Short 

service 

gratuity 


$216,000  (annual  pensionable 

emoluments)  x  60  (months)  x  — 

675 

(pension  factor)  x  7 
$134,400 


II.  A  Category  B  officer  retiring  with  the  highest  pensionable  emoluments  at  $9,000 
p.m.  and  60  months'  service,  20  of  which  was  prior  to  1  April  1987  - 


Short 

service 

gratuity 


$108,000  (annual  pensionable  emoluments) 
x  [20  (months)  x  (pension  factor) 

+  40  (months)  x  — —  (pension  factor)] 

675 

x  7 

$63,700 
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F.  Deferred  pension  on  resignation  from  service 

(i)  Eligibility  for  deferred  pension 

33.  Under  the  New  Pension  Scheme,  an  officer  who  resigns  from  the  service 
after  completing  not  less  than  10  years  qualifying  service,  with  the  approval  of  the 
Secretary  for  the  Civil  Service,  will  be  eligible  for  a  deferred  pension. 

(ii)  Timing  for  payment  of  deferred  pension 

34.  In  normal  circumstances,  deferred  pension  benefits  will  be  payable  - 

(a)  when  an  officer  appointed  to  the  service  before  1  July  1987  attains  the 
age  of  55; 

(b)  when  a  Disciplined  Services  staff  appointed  to  the  service  on  or  after 
1  July  1987  attains  the  prescribed  retirement  age;  and 

(c)  when  an  officer  other  than  a  Disciplined  Service  Staff  appointed  on  or 
after  1  July  1987  attains  the  age  of  60. 

(iii)  Calculation  of  deferred  pension 

35.  The  formulas  for  calculating  the  amount  of  deferred  pension  are  the  same  as 
those  of  annual  pension  payable  on  retirement  from  service.  The  highest  pensionable 
emoluments  attained  by  the  officer  prior  to  resignation  are  used  in  the  calculation.  The 
option  for  a  commuted  pension  gratuity  must  be  made  earlier  than  the  date  on  which  the 
deferred  pension  becomes  payable.  The  annual  pension,  including  any  commuted 
pension  gratuity,  attracts  pension  increases. 

G.  Retirement  of  Disciplined  Services  Staff  on  operational  grounds 

36.  For  Disciplined  Services  staff  who  are  required  to  retire  on  operational 
grounds  at  the  prescribed  age  between  the  ages  of  55  and  60  years,  their  pensionable 
service  shall  be  deemed  to  increase  at  the  following  rates  - 


Age  at  the 
date  of  retirement 


Deemed  increase  in  service  in  months 
for  every  full  year  of  completed  service 


55 

and 

less 

than 

56 

1.25 

56 

and 

less 

than 

57 

1.00 

57 

and 

less 

than 

58 

0.75 

58 

and 

less 

than 

59 

0.50 

59 

and 

less 

than 

60 

0.25 
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Provided  that  the  total  length  of  pensionable  service  after  the  addition  of  the  deemed 
increase  does  not  exceed  - 

(a)  the  period  of  pensionable  service  required  for  attaining  maximum 
pension;  or 

(b)  the  period  of  pensionable  service  which  the  officer  would  have 
completed  if  he  had  served  until  attaining  the  age  of  60  years, 

whichever  is  the  lesser. 

Example 


A  Disciplined  Services  officer  who  is  required  to  retire  on  operational 
grounds  at  the  age  of  55  after  completing  30  years  service  and  has  attained  highest 
pensionable  emoluments  at  $18,000  p.m.  - 

Deemed  increase  in  service  =  (30  x  1.25)  months 

=  37.5  months 

$216,000  (annual  pensionable 
emoluments)  x  (360  +  37.5)(months)  x 

— —  (pension  factor) 

675 

$127,200  p.a. 


Unreduced 

annual 

pension 


The  officer  may  opt  to  commute  50%  of  this  pension  into  a  lump  sum  as 
follows  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$  127,200  x  50%  x  14 
$890,400 


$  127,200  x(l  -50%) 
$63,600  p.a. 


H.  Retirement  on  invaliding 

37.  If  an  officer  is  invalided  from  the  service  and  whose  period  of  qualifying 

service  is 

(a)  not  less  than  5  nor  more  than  22.5  years;  or 

(b)  more  than  22.5  years  but  whose  pensionable  service  is  less  than  22.5 
years, 
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the  length  of  service  for  calculating  his  retirement  benefits  will  be 

(a)  twice  the  actual  period  of  his  pensionable  service,  subject  to  a 
maximum  of  22.5  years;  or 

(b)  the  period  of  pensionable  service  that  he  would  have  completed  if  he 
had  served  until  attaining  the  age  of  60; 

whichever  is  the  lesser. 

Examples 

I.  A  Category  A  officer  who  is  invalided  after  completing  10  years  (120  months) 
service  at  the  age  of  40  with  the  highest  pensionable  emoluments  at  $18,000  p.m. 


Unreduced 

annual 

pension 


$216,000(annual  pensionable  emoluments) 
x  120  x  2  (enhanced  months  of  service) 

x  — —  (pension  factor) 

675 

$76,800  p.a. 


He  may  commute  50%  of  this  pension  into  a  lump  sum  gratuity  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$76,800  x  50%  x  14 
$537,600 


$76,800  x(l  -50%) 
$38,400  p.a. 


II.  A  Category  B  officer  who  is  invalided  at  the  age  of  45  after  completing  10  years 
(120  months)  service,  5  of  which  was  prior  to  1  April  1987,  with  the  highest 
pensionable  emoluments  at  $9,000  p.m. 


Unreduced 

annual 

pension 


$108,000  x  [[60(months  of  service  prior 

to  1.4.87)  x  —'—l  +  [60  (months  of 
800 

service  since  1.4.87)  x - ]  +  [120 

675 

(enhanced  months  of  service)  x  — ?— ]] 

675 

$36,900  p.a. 


He  may  commute  50%  of  this  pension  into  a  lump  sum  gratuity  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$36,900  x  50%  x  14 
$258,300 


$36,900  x  (1-50%) 
$18,450  p.a. 
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I.  Retirement  on  redundancy 

Mar.  99  38.  An  annual  pension  is  granted  to  an  officer  who  retires  from  service  on 

abolition  of  office  or  on  re-organisation  of  the  department  to  effect  greater  efficiency,  if 
he  has  completed  qualifying  service  of  not  less  than  2  years.  On  top  of  the  annual 
pension,  an  additional  pension  is  granted  at  the  following  prescribed  rate  - 


(a)  in  the  case  of  a  Category  A  officer  -  10/675  of  his  highest  pensionable 
emoluments  for  each  complete  3-year  period  of  his  pensionable 
service; 


(b)  in  the  case  of  a  Category  B  officer  - 

(i)  for  service  before  1  April  1987,  1/80  of  his  highest  pensionable 
emoluments  for  each  complete  3 -year  period  of  his  pensionable 
service; 

(ii)  for  an  incomplete  3 -year  period  of  pensionable  service  before  1 
April  1987  which  is  followed  by  pensionable  service  after  that 
date  sufficient  to  complete  a  3 -year  period,  10/675  of  his  highest 
pensionable  emoluments;  and 

(iii)  for  service  after  1  April  1987  (excluding  that  which  has  been 
taken  into  account  in  (ii)  above),  10/675  of  his  highest 
pensionable  emoluments  for  each  complete  3 -year  period  of  his 
pensionable  service. 

Provided  that  - 

(i)  the  additional  pension  shall  not  exceed  100/675  of  the  officer's  highest 
pensionable  emoluments;  and 

(ii)  the  additional  pension  plus  the  service  pension  granted  shall  not 
exceed  the  amount  of  pension  which  an  officer  would  have  been 
granted  if  he  had  continued  to  serve  until  the  date  of  his  retirement 
having  received  all  the  increments  in  his  present  rank  for  which  he 
would  have  been  eligible  by  that  date. 

Examples 


I.  A  Category  A  officer  who  is  retired  at  the  age  of  40  on  redundancy  after 
completing  18  years'  service,  and  his  highest  pensionable  emoluments  at  $18,000 
p.m.  which  is  the  maximum  of  his  rank's  salary  scale. 
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Additional 

unreduced 

annual 

pension 


Unreduced 

annual 
pension  at 
normal  rate 

Total 

unreduced 

annual 

pension 


$216,000  x  —  x - 

3  675 

$19,200  p.a. 


$216,000  x  216  x - 

675 

$69,120  p.a. 


$19,200+  $69,120  p.a. 
$88,320  p.a. 


He  may  commute  50%  of  this  pension  into  a  lump  sum  gratuity 


Communted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$88,320  x  50%  x  14 
$618,240 


$88,320  x  (1-50%) 
$44,160  p.a. 


A  Category  B  officer  who  is  retired  at  the  age  of  52  on  redundancy  after 
completing  15  years'  service,  6  years  of  which  was  prior  to  1  April  1987,  and  the 
highest  pensionable  emoluments  attained  is  $9,000  p.m.  which  is  the  maximum 
of  his  rank's  salary  scale. 


Additional 

unreduced 

annual 

pension 


Unreduced 

annual 
pension  at 
normal  rate 

Total 

unreduced 

annual 

pension 


$108,000  x  (—  x  —  +  —  x 

3  80  3  675 

$7,500  p.a. 


$108,000  x  (72  x  ^  +  108  x  T^7) 


800 


675 


27,000  p.a. 


$  7,500  +  $27,000  p.a. 
$34,500  p.a. 
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He  may  commute  50%  of  this  pension  into  a  lump  sum  gratuity 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$34,500  x  50%  x  14 
$241,500 


$34,500  x(l  -50%) 
$17,250  p.a. 


J.  Transfer  from  90%  to  100%  pensionability 


(i)  Option  for  transfer  to  100%  pensionability 


39.  An  officer  who  had  previously  elected  vide  Establishment  Circular  No.  2/67 

dated  5  January  1967  for  90%  of  his  substantive  salary  and  special  allowance  and  50% 
of  his  expatriation  pay  to  be  taken  in  computing  his  pension  or  allowance  under  the 
Pensions  Ordinance  and  for  the  retention  of  higher  vacation  leave  earning  rate  may,  at 
the  same  time  as  he  opts  to  join  the  New  Pension  Scheme  within  the  required  option 
period,  make  a  further  option  for  100%  of  his  substantive  salary,  special  allowance  and 
expatriation  pay  to  be  taken  as  pensionable  emoluments  under  the  Pension  Benefits 
Ordinance  and  Regulations  Cap.  99  in  respect  of  service  as  from  a  material  date,  with  a 
corresponding  reduction  of  vacation  leave  earning  rate. 


(ii)  Effective  date  of  transfer  to  100%  pensionability 


40.  An  officer  who  is  allowed  to  join  the  New  Pension  Scheme  and  transfer  to 

100%  pensionability  will  be  placed  on  100%  pensionability  with  effect  from  a  material 
date.  The  material  date  is  determined  having  regard  to  the  officer's  vacation  leave 
balance  accrued  at  1  April  1987  because  the  vacation  leave  he  earned  prior  to  1  April 
1987  only  attracts  90%  pensionability.  An  officer  will  be  deemed  to  have  commenced 
taking  his  accrued  vacation  leave  as  from  1  April  1987,  and  the  material  date  will  be  the 
date  on  which  his  accrued  vacation  leave  expires  notionally  after  1  April  1987.  (For  the 
purpose  of  detennining  the  material  date  only,  the  officer's  leave  balance  will  be 
rounded  down,  e.g.  if  the  officer  had  30.5  days'  vacation  leave  as  at  1.4.87,  the  material 
date  for  his  transfer  to  100%  pensionability  would  be  1.5.87.) 

Example 

If  an  officer's  vacation  leave  balance  as  at  1.4.87  is  30  days,  the  effective 
date  of  his  transfer  to  100%  pensionability  would  be  1.5.87.  The  position  would  be  as 
follows  - 
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Date  of  Material  Date  for  Date  of 

first  appointment  transfer  to  100%  retirement 

pensionability 


1.4.87  1.5.87 

(30  days'  notional  leave  but 
officer  remains  on  active  duty) 


Service  counting  for 
90%  pensionability 


Service  counting  for 
1 00%  pensionability 
(including  30  days' 
leave  balance 
carried  forward) 


(iii)  Calculation  of  pension  benefits 

41.  Upon  transfer  to  100%  pensionability,  the  officer's  pension  will  be 

calculated  in  the  following  manner  - 

(a)  90%  of  highest  pensionable  emoluments  will  be  taken  in  the 
computation  of  pension  benefits  in  respect  of  service  prior  to  the 
material  date;  and 

(b)  100%  of  highest  pensionable  emoluments  to  be  taken  in  the 
computation  of  pension  benefits  in  respect  of  service  as  from  the 
material  date. 

(c)  the  annual  pension  payable  is  subject  to  a  maximum  of  two-thirds  of 
100%  of  highest  pensionable  emoluments  enjoyed  by  the  officer.  The 
length  of  service  to  attain  the  maximum  pension  status  varies  with 
individual  officers. 

Example 


If  a  Category  A  officer  who  has  opted  to  transfer  from  90%  pensionability 
to  100%  pensionability  retires  on  completion  of  400  months'  pensionable  service,  300 
of  which  was  prior  to  the  material  date,  and  has  attained  highest  pensionable 
emoluments  at  $18,000  p.m. 

($216,000  x  90%  x  —  )  + 

675 

($216,000  x  100%  x  —  ) 

675 

$1 18,400  p.a. 


Unreduced 

annual 

pension 


Amendment  No.  20(30)/95 


Annex  2.2 


He  may  commute  50%  of  this  pension  into  a  lump  sum  as  follows  - 


Commuted 

pension 

gratuity 

plus 

Reduced 

annual 

pension 


$  1 18,400  x  50%  x  14 
$828,800 


$  1 18,400  x(l  -50%) 
$59,200 


K.  Additional  pension  for  injury  on  duty 

42.  When  an  officer  is  permanently  injured  - 

(a)  in  the  actual  discharge  of  his  duty; 

(b)  not  due  to  his  own  serious  and  wilful  misconduct;  and 

(c)  on  account  of  circumstances  specifically  attributable  to  the  nature  of 
his  duty, 

Mar.  99  he  shall  be  granted  an  additional  pension  on  retirement  where  his  capacity  to  contribute 
to  his  own  support  becomes  impaired  at  or  after  the  retirement,  provided  that  no 
compensation  has  been  paid  under  the  Employees’  Compensation  Ordinance,  the 
Pneumoconiosis  (Compensation)  Ordinance  or  the  Occupational  Deafness 
(Compensation)  Ordinance  in  respect  of  the  same  injury. 

43.  The  annual  additional  pension  is  calculated  by  multiplying  the  annual 
pensionable  emoluments  (in  case  of  a  Category  A  officer)  or  annual  salary  (in  case  of  a 
Category  B  officer)  drawn  by  the  officer  at  the  date  of  his  injury  with  - 

(a)  if  the  injury  occurred  before  1.2.93,  the  following  rate  according  to 
the  degree  of  impairment  as  determined  by  a  Medical  Board  - 

Slightly  impaired  -  50/675 

Impaired  -  100/675 

Materially  impaired  -  150/675 

Totally  destroyed  -  200/675 

The  amount  of  additional  pension  payable  may  however  be  reduced  if 
the  injury  is  not  the  cause  or  the  sole  cause  of  retirement;  or 

(b)  if  the  injury  occurred  on  or  after  1.2.93,  the  actual  percentage  of  such 
permanent  incapacity.  The  amount  of  additional  pension  payable  will 
not  normally  be  reduced. 
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L.  Death  Gratuity 

44. 1  Death  gratuity  is  payable  when  an  officer  dies  in  the  service  - 

(a)  after  completing  not  less  than  2  years'  qualifying  service;  or 

(b)  as  a  result  of  injuries  received  in  the  following  circumstances, 
irrespective  of  the  length  of  his  qualifying  service  - 

(i)  in  the  actual  discharge  of  his  duty; 

(ii)  not  due  to  his  own  serious  and  wilful  misconduct;  and 

(iii)  on  account  of  circumstances  specifically  attributable  to  the 
nature  of  his  duty. 

The  death  gratuity  payable  shall  be  an  amount  equivalent  to  the  officer's  annual 
pensionable  emoluments  or  his  maximum  commuted  pension  gratuity  (i.e.  50% 
commutation),  whichever  is  the  greater. 

44.2  In  the  case  of  an  officer  who  dies  in  service  and  whose  period  of  qualifying 
service  is  - 

(a)  not  less  than  5  nor  more  than  22.5  years;  or 

(b)  more  than  22.5  years  but  whose  pensionable  service  is  less  than  22.5 
years, 

the  pensionable  service  which  may  be  taken  into  account  for  computation  of  death 
gratuity  may  be  supplemented  by  deeming  his  pensionable  service  to  be  - 

(i)  twice  the  actual  period  of  his  pensionable  service,  subject  to  a 
maximum  of  22.5  years;  or 

(ii)  the  period  of  pensionable  service  he  would  have  completed  if  he  had 
served  until  attaining  his  retirement  age, 

whichever  is  the  lesser. 

44.3  In  the  case  of  a  pensioner  who  dies  after  retirement,  the  death  gratuity 
payable  shall  be  an  amount  equivalent  to  his  annual  pensionable  emoluments  or  his 
maximum  commuted  pension  gratuity,  whichever  is  the  greater,  less  all  the  pension  and 
commuted  pension  gratuity  which  he  had  received,  but  excluding  any  additional 
pension  granted. 


Amendment  No.  20(32)/95 


Annex  2.2 


44.4  In  the  case  of  a  person  eligible  for  a  deferred  pension  who  dies  before 
receipt  of  the  deferred  pension,  the  death  gratuity  payable  shall  be  an  amount  equivalent 
to  the  maximum  commuted  pension  gratuity  of  the  deferred  pension  plus  any  pension 
increases. 

44.5  In  the  case  of  a  person  who  dies  after  any  deferred  pension  is  paid  to  him, 
the  death  gratuity  payable  shall  be  an  amount  equivalent  to  the  maximum  commuted 
pension  gratuity  plus  any  pension  increase  thereon  up  to  the  time  when  the  deferred 
pension  was  paid  to  him  less  pension  benefits  and  any  pension  increase  thereon  up  to 
the  time  when  the  deferred  pension  was  paid  to  him  which  he  had  received,  but 
excluding  any  additional  pension  granted. 

M.  Ex- gratia  Payment 

45.  Where  an  officer  who  is  not  on  agreement  and  has  completed  less  than  2 

years'  qualifying  service  dies  while  in  service,  an  ex-gratia  payment  will  be  granted  as 
follows  - 


(a)  where  the  officer  has  completed  less  than  1  year's  qualifying  service, 
one  fourth  of  his  annual  pensionable  emoluments;  or 

(b)  where  the  officer  has  completed  not  less  than  1  year's  qualifying 
service,  half  of  his  annual  pensionable  emoluments. 
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CIRCUMSTANCES  IN  WHICH  PENSION  MAY  BE 
SUSPENDED,  CANCELLED  OR  REDUCED 

(i)  OLD  PENSION  SCHEME 

A.  Suspension  of  pension  on  re-appointment  to  the  service 

1.  If  an  officer  to  whom  a  pension  has  been  granted,  is  re-appointed  to  the 
public  service,  the  payment  of  his  pension  may,  with  his  consent,  be  suspended  during 
his  service  of  re-appointment  unless  and  until  he  has  reached  the  applicable  normal 
retirement  age  under  the  Pensions  Ordinance  (Cap.  89).  If  he  is  appointed  to  service 
in  any  subvented  organisation  which  is  determined  to  be  public  service  for  the  purpose 
of  suspension  of  pension  under  Section  1 1  of  the  Pensions  Ordinance  by  notice  in  the 
Gazette,  the  payment  of  his  pension  may,  with  his  consent,  be  suspended  during  the 
period  of  his  service  of  appointment.  With  effect  from  1  September  2011,  no 
subvented  organisation  has  been  gazetted  to  be  public  service  for  the  purpose  of 
suspension  of  pension  under  Section  1 1  of  the  Pensions  Ordinance. 

B.  Cessation  of  pension  on  bankruptcy 

2.  The  payment  of  pension  shall  cease  when  a  pensioner  is  adjudicated 
bankrupt  or  is  declared  insolvent  by  the  court. 

3.  Pension  payment  shall  be  restored  as  from  the  date  the  person  obtains 
discharge  from  bankruptcy  or  insolvency. 

C.  Cancellation  or  reduction  of  pension  for  wilful  suppression  of  facts  or 
avoidance  of  disciplinary  proceedings 

4.  A  pension  may  be  withheld,  cancelled  or  reduced  if  there  is  evidence  that  the 
officer  had  wilfully  suppressed  facts  that  were  material  to  the  grant  of  a  pension,  or  the 
pension  was  granted  in  ignorance  of  facts  which  had  they  been  known,  the  pension 
would  not  have  been  granted  or  would  only  have  been  granted  in  part. 

5.  A  pension  may  also  be  withheld,  cancelled  or  reduced  if  the  officer  had 
retired  during  any  disciplinary  proceedings  brought  against  him  which  had  they  been 
completed  or  taken  place  would  have  led  to  the  removal  of  the  officer  from  the 
service. 

D.  Cancellation,  suspension  or  reduction  of  pension  on  conviction 

6.  Pension  may  be  cancelled,  suspended  or  reduced  if  - 

(a)  a  person  eligible  for  pension  benefits  is  convicted  of  - 
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(i)  any  offence  in  connection  with  the  public  service  certified  by 
the  Chief  Executive  to  have  been  gravely  injurious  to  Hong 
Kong  or  to  be  liable  to  lead  to  serious  loss  of  confidence  in  the 
public  service;  or 

(ii)  any  offence  under  Part  II  of  the  Prevention  of  Bribery 
Ordinance,  being  an  offence  related  to  the  person's  previous 
public  service  under  the  Government;  or 

(iii)  treason  under  Section  2  of  the  Crimes  Ordinance; 

(b)  an  officer  is  compulsorily  retired  on  disciplinary  grounds  following 
conviction  of  any  offence  referred  to  in  paragraph  (a)  above. 


E.  Appeal  against  the  cancellation,  suspension  or  reduction  of  pension 

7.  Any  person  who  is  aggrieved  by  the  decision  to  cancel,  suspend  or  reduce 
the  payment  of  pension  in  circumstances  stated  in  para  4  to  6  above  may,  within  30 
days  of  notification  of  the  decision,  petition  the  Chief  Executive  against  the  decision, 
and  the  Chief  Executive  may,  upon  the  advice  of  a  panel  appointed  under  the  pensions 
legislation,  confirm,  vary  or  reverse  the  decision  as  he  thinks  fit. 

F.  Suspension  of  pension  on  certain  post-retirement  employment 

8.  The  Chief  Executive  may  direct  that  any  pension  or  allowance  granted  to  a 
person  shall  be  suspended  as  from  such  date  the  Chief  Executive  shall  specify  if  such 
person  has  within  2  years,  or  longer  as  the  Chief  Executive  thinks  fit,  after  his 
retirement  and  without  prior  permission  in  writing  of  the  Chief  Executive  - 

(a)  entered  business  on  his  own  account; 

(b)  become  a  partner  in  a  partnership; 

(c)  become  a  director  of  a  company;  or 

(d)  become  an  employee, 

if  the  principal  part  of  such  business  or  the  business  of  such  partnership  or  company  or 
of  his  employment  is,  in  the  opinion  of  the  Chief  Executive,  carried  out  in  Hong  Kong. 
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9.  Any  person  who  is  aggrieved  by  any  direction  under  para  8  above  may, 
within  30  days  of  the  notification  to  him  of  the  direction,  petition  the  Chief  Executive 
against  the  direction  and  the  Chief  Executive  may  confirm,  vary  or  reverse  the 
direction  or  specification  as  he  thinks  fit. 

(i)  NEW  PENSION  SCHEME 

A.  Suspension  of  pension  on  re-appointment  to  the  service 

10.  If  an  officer  who  is  eligible  for  a  pension,  or  to  whom  a  pension  has  been 
granted,  is  re-appointed  to  the  public  service,  the  payment  of  his  pension  may  be 
suspended  during  his  service  of  re-appointment  unless  and  until  he  has  reached  the 
applicable  normal  or  prescribed  retirement  age  under  the  Pension  Benefits  Ordinance 
(Cap. 99).  If  an  officer  is  appointed  to  service  in  any  subvented  organisation  which  is 
detennined  to  be  public  service  for  the  purpose  of  suspension  of  pension  under  Section 
26  of  the  Pension  Benefits  Ordinance  by  notice  in  the  Gazette,  the  payment  of  his 
pension  may  be  suspended  during  the  period  of  his  service  of  appointment.  With 
effect  from  1  September  2011,  no  subvented  organisation  has  been  gazetted  to  be 
public  service  for  the  purpose  of  suspension  of  pension  under  Section  26  of  the 
Pension  Benefits  Ordinance. 

B.  Cessation  of  pension  on  bankruptcy 

11.  The  payment  of  pension  shall  cease  when  a  pensioner  is  adjudicated 
bankrupt  or  is  declared  insolvent  by  the  court. 

12.  Pension  payment  shall  be  restored  as  from  the  date  the  person  obtains 
discharge  from  bankruptcy  or  insolvency. 

C.  Cancellation  or  reduction  of  pension  for  wilful  suppression  of  facts  or 
avoidance  of  disciplinary  proceedings 

13.  A  pension  may  be  withheld,  cancelled  or  reduced  if  there  is  evidence  that  the 
officer  had  wilfully  suppressed  facts  that  were  material  to  the  grant  of  a  pension,  or  the 
pension  was  granted  in  ignorance  of  facts  which  had  they  been  known,  the  pension 
would  not  have  been  granted  or  would  only  have  been  granted  in  part. 

14.  A  pension  may  also  be  withheld,  cancelled  or  reduced  if  the  officer  had 
retired  during  any  disciplinary  proceedings  brought  against  him  or  resigned  to  avoid 
disciplinary  proceedings,  which  had  they  been  completed  or  taken  place  would  have 
led  to  the  removal  of  the  officer  from  the  service. 

D.  Cancellation,  suspension  or  reduction  of  pension  on  conviction 

15.  Pension  may  be  cancelled,  suspended  or  reduced  if  - 
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(a)  a  person  eligible  for  pension  benefits  is  convicted  of  - 

(i)  any  offence  in  connection  with  the  public  service  certified  by 
the  Chief  Executive  to  have  been  gravely  injurious  to  Hong 
Kong  or  to  be  liable  to  lead  to  serious  loss  of  confidence  in  the 
public  service;  or 

(ii)  any  offence  under  Part  II  of  the  Prevention  of  Bribery 
Ordinance,  being  an  offence  related  to  the  person’s  previous 
public  service  under  the  Government;  or 

(iii)  treason  under  Section  2  of  the  Crimes  Ordinance; 

(b)  an  officer  is  compulsorily  retired  on  disciplinary  grounds  following 

conviction  of  any  offence  referred  to  in  paragraph  (a)  above. 


E.  Appeal  against  the  cancellation,  suspension  or  reduction  of  pension 

16.  Any  person  who  is  aggrieved  by  the  decision  to  cancel,  suspend  or  reduce 

the  payment  of  pension  in  circumstances  stated  in  para  13  to  15  above  may,  within  30 
days  of  notification  of  the  decision,  petition  the  Chief  Executive  against  the  decision, 
and  the  Chief  Executive  may,  upon  the  advice  of  a  panel  appointed  under  the  pensions 
legislation,  confirm,  vary  or  reverse  the  decision  as  he  thinks  fit. 


F.  Suspension  of  pension  on  certain  post-retirement  employment 

17.  The  Chief  Executive  may  direct  that  any  pension  granted  to  a  person  shall 

be  suspended  as  from  such  date  the  Chief  Executive  shall  specify  if  such  person  has 
within  2  years,  or  longer  as  the  Chief  Executive  thinks  fit,  after  his  retirement  and 
without  prior  pennission  in  writing  of  the  Chief  Executive  - 

(a)  entered  business  on  his  own  account; 

(b)  become  a  partner  in  a  partnership; 

(c)  become  a  director  of  a  company;  or 

(d)  become  an  employee, 

if  the  principal  part  of  such  business  or  the  business  of  such  partnership  or  company  or 
of  his  employment  is,  in  the  opinion  of  the  Chief  Executive,  carried  out  in  Hong  Kong. 


Amendment  No.  20(37)/95 


Annex  2.2 


Mar.  99 


Sept.  2011 


Appendix  A 


18.  Any  person  who  is  aggrieved  by  any  direction  under  para  17  above  may, 
within  30  days  of  the  notification  to  him  of  the  direction,  petition  the  Chief  Executive 
against  the  direction  and  the  Chief  Executive  may  confirm,  vary  or  reverse  the 
direction  or  specification  as  he  thinks  fit. 


(iii)  (Deleted) 
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DETAILS  OF  THE  ADMINISTRATIVE  ARRANGEMENTS 
FOR  THE  PAYMENT  OF  PENSIONS 


Retirement  benefits  granted  to  an  officer  are  payable  in  Hong  Kong  and, 
except  as  otherwise  provided  in  paragraph  3  below,  in  Hong  Kong  currency.  If 
payment  is  required  in  a  currency  other  than  Hong  Kong  currency,  the  following 
provisions  will  apply: 


Dec.  98 


Dec.  98 


(a)  If  required  by  an  officer  serving  on  overseas  tenns  in  the  currency  of 
his  country  of  origin  (see  (c)  below),  that  currency  will  be  calculated 
at  the  official  rate  of  exchange,  or  if  there  is  no  official  rate  of 
exchange,  at  the  prevailing  rate; 

(b)  If  required  by  an  officer  serving  on  overseas  terms  in  a  currency  other 
than  that  of  his  country  of  origin,  or  by  an  officer  serving  on  local 
terms  or  common  terms  in  a  currency  other  than  Hong  Kong  currency, 
that  currency  will  be  calculated  at  the  prevailing  rate  of  exchange 
inclusive  of  transfer  and  other  charges;  and 

(c)  'country  of  origin’  means  the  officer's  country  of  origin  for  leave  and 
passage  purposes  at  the  time  of  his  retirement. 


Dec.  98  2.  Retirement  benefits  awarded  to  officers  employed  by  the  Government  of  the 

Hong  Kong  Special  Administrative  Region  on  a  sterling  salary,  who  accepted 
conversion  to  a  dollar  salary  under  the  tenns  of  the  1947  Salaries  Revision,  will  be  paid 
in  sterling  at  a  fixed  exchange  rate  of  $16  to  £  1,  provided  that: 


(a)  this  concession  will  not  apply  to  any  part  of  a  pension  deductable 
under  the  Widows  and  Orphans  Pension  Ordinance  (Chapter  94), 

(b)  the  exchange  rate  may  be  reviewed  if  at  any  future  date  pensionable 
emoluments  or  pensions  are  increased  in  consequence  of  a 
depreciation  of  the  Hong  Kong  dollar  in  terms  of  sterling;  and 

(c)  officers  eligible  for  this  concession  may  elect  at  any  time  to  receive 
their  pensions  in  Hong  Kong  dollars  but  if  they  wish  their  election  to 
be  effective  from  the  date  of  their  retirement,  the  option  must  reach 
the  Director  of  Accounting  Services  within  three  months  of  the  date  of 
their  retirement.  Once  they  have  so  elected  they  may  not  again  claim 
the  fixed  exchange  rate. 
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Mar.  99  3.  Retirement  gratuity  and  pension  may  be  paid  in  cash  or  to  the  pensioner’s 

hank  account  in  Hong  Kong.  Where  the  pensioner  wishes  to  have  his  retirement 
gratuity  paid  to  his  bank  account  in  Hong  Kong  he  should  complete  and  forward  to  the 
Treasury  a  payment  instruction  form,  which  will  be  sent  to  him  some  time  prior  to  his 
retirement.  Where  the  pensioner  is  residing  outside  Hong  Kong  he  may,  on  request, 
have  his  retirement  gratuity  and  pension  paid  through  agents  appointed  by  the 
Government,  in  accordance  with  the  provisions  laid  down  in  (1)  above. 

4.  Pensions  are  payable  monthly  in  arrears.  Where  a  pensioner  wishes  his 
pension  to  be  paid  to  his  bank  account  in  Hong  Kong  under  the  autopay  scheme,  he 
must  open  a  bank  account  and  complete  and  return  all  the  forms  as  requested  by  the 
Treasury.  His  pension  will  then  be  credited  to  his  bank  account  on  the  last  working  day 
of  each  month  and  he  will  only  be  required  to  complete  a  claim  form  each  year  rather 
than  each  month. 

5.  Where  a  pensioner  is  paid  in  cash,  no  person  may  collect  the  pension  on  his 
behalf  unless  as  a  result  of  ill  health  he  is  unable  to  collect  the  pension  himself.  In  these 
circumstances,  the  pensioner  should  complete  an  Authorization  Form  (Try.  65A)  and 
arrange  to  have  it  certified  by  a  medical  practitioner.  The  person  so  authorized  by  the 
pensioner  to  collect  the  pension  on  his  behalf  shall  then  present  the  Authorization  Form 
to  the  shroff  of  the  paying  office  at  which  the  pensioner  normally  collects  his  pension. 

6.  To  ensure  prompt  payment  of  retirement  benefits,  the  following  steps 
should  be  closely  followed: 

(a)  Twelve  months  before  an  officer  is  due  to  retire,  his  Head  of 
Department  should  request  him  to  fix  the  date  of  his  retirement  as 
soon  as  possible  and  advise  him  that  late  notification  of  the  date  of 
retirement  may  result  in  late  payment  of  his  retirement  benefits. 

(b)  Two  months  before  an  officer  is  due  to  proceed  on  pre-retirement 
leave  (or  three  months  before  if  he  has  less  than  one  month's  leave 
balance),  he  should  be  asked  to  make  the  options  under  Pensions 
Regulation  23(1)  or  Pensions  Regulation  26(5)  and/or  Pensions 
Regulation  28(1)  or  under  Section  24(1)  of  the  Pension  Benefits 
Ordinance,  as  appropriate  and  also  to  advise  the  method  of  payment 
of  his  retirement  benefits.  He  should  again  be  advised  that  any  delay 
in  furnishing  the  required  infonnation  may  delay  the  payment  of  his 
retirement  benefits. 
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(c)  Once  an  officer  has  made  his  option,  his  Head  of  Department/Grade 
should  complete  form  G.F.  539  (revised)  (Notification  of 
retirement/resignation  of  an  officer)  and  forward  it  to  the  Director  of 
Accounting  Services  at  least  two  months  before  the  effective  date  of 
his  retirement.  If  there  is  any  change  affecting  the  officer's  retirement 
after  the  submission  of  GF  539  (revised),  the  department  should 
inform  the  Treasury  immediately  of  the  change.  Late  notification  may 
result  in  incorrect  payment  of  retirement  benefits. 

(d)  The  Treasury  will  then  prepare  a  pension  paper  (form  TRY  448)  and 
forward  it  to  the  Director  of  Audit  to  verify  the  computation.  After 
verification,  the  Treasury  will  arrange  payment  of  the  retirement 
benefits  to  the  officer  on  the  date  of  his  retirement  or  as  soon  as 
practicable  thereafter.  The  original  and  duplicate  of  the  pension  paper 
will  be  forwarded  to  the  Head  of  Department/Grade  who  should  send 
the  original  to  the  officer  for  his  reference  and  retain  the  duplicate  for 
record. 

Deferred  Pension  Benefits 


7.  For  an  officer  who  resigns  from  the  service  and  is  eligible  for  a  deferred 
pension,  the  Head  of  Department/Grade  should  forward  a  G.F.  539  (revised)  - 
'Notification  of  retirement/resignation  of  an  officer’  to  the  Treasury  as  soon  as  the 
officer's  eligibility  for  a  deferred  pension  is  established.  The  Treasury  will  process  the 
pension  paper  (TRY  448)  in  the  same  manner  as  described  in  the  preceding  paragraph 
and  a  copy  of  the  pension  paper  will  be  forwarded  to  the  officer  for  his  retention  by  his 
department. 

8.  The  Treasury  will  send  to  each  of  these  pensioners  a  statement  of  his 
pension  benefits  each  year  informing  him  of  the  current  value  of  his  deferred  pension 
benefits  and  will  contact  him  nearer  the  time  of  his  normal  retirement  age  for 
arrangement  of  payment  of  the  benefits  when  they  become  due.  An  officer  eligible  for  a 
deferred  pension  is  therefore  advised  to  notify  the  Treasury  immediately  when  there  is 
any  change  in  his  correspondence  address. 
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PROCEDURES  FOR  INVALIDING 


Procedures  for  invaliding 

If  an  officer  is  suspected  to  be  unfit  to  perform  the  principal  duties  of  his 
office,  a  Medical  Board  may  be  convened  to  examine  the  officer.  The  request  may 
either  be  initiated  by  the  Head  of  Department  or  Head  of  Grade  (for  general  grades 
staff)  or  the  Secretary  for  the  Civil  Service,  or  the  officer  himself,  or  when  the  officer 
has  taken  91  days  continuous  sick  leave. 

Mar  92  2.  When  requesting  the  convening  of  a  Medical  Board,  the  following 

information  should  be  forwarded  to  the  Chief  Executive,  Hospital  Authority  under 
confidential  cover  - 

(a)  the  reason  for  the  request; 

(b)  a  summary  of  the  officer's  illness  or  injury,  sick  leave  record,  periods 
of  hospitalisation,  treatment  received  if  known;  and  in  the  case  of  the 
officer  being  attended  to  by  a  private  practitioner,  a  medical  report  if 
available; 

(c)  the  officer's  duty  list  and  a  description  of  the  main  duties  of  the  rank 
to  which  the  officer  is  appointed. 

3.  The  composition  of  the  Medical  Board  will  be  as  prescribed  in  CSR  944. 

4.  To  facilitate  a  decision  by  the  approving  authority  on  invaliding,  the 
Medical  Board's  Report  should  as  far  as  possible  contain  the  following  information  - 

(a)  a  statement  on  the  officer's  present  state  of  health; 

(b)  an  assessment  of  whether  the  officer  is  incapable  of  discharging  the 
principal  duties  of  his  office  because  of  the  infirmity; 

(c)  a  statement  on  the  physical  and/or  mental  limitations  which  might 
affect  the  officer's  capability  in  taking  up  other  types  of  work; 

(d)  an  assessment  of  whether  the  officer's  infirmity  is  likely  to  be 
permanent;  and  if  not,  the  prospect  of  his  being  able  to  perform  his 
duties  satisfactorily  within  a  reasonable  period  of  time;  and 
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June  2004 

June  2004 

Mar.  99 

June  2004 


(e)  where  applicable  an  assessment  of  whether  the  officer’s  infirmity  is 
attributable  to  the  nature  of  his  duties  and  the  degree  of  impairment; 
and  if  so,  when  the  officer  should  be  re-examined  for  reassessment  of 
the  degree  of  impairment. 

5.  On  receipt  of  a  Medical  Board’s  report,  and  where  appropriate  the 
Department’s  recommendations,  the  approving  authority  will  decide  whether  the 
conditions  for  invaliding  set  out  in  CSR  365  have  been  met.  If  so,  the  officer  will  be 
duly  informed,  verbally  in  the  first  instance,  and  asked  if  he  wishes  to  know  why  his 
invaliding  is  being  considered.  In  the  case  that  the  officer  requests  to  see  the  report  of 
the  Board,  he  should  be  allowed  access  to  it  unless  such  disclosure  of  the  medical  report 
is  likely  to  cause  serious  harm  to  the  officer’s  or  any  other  individual’s  physical  or 
mental  well  being  as  indicated  by  the  Medical  Board  in  the  Report.  Before  a  copy  of  a 
medical  report  is  provided  to  the  officer  as  requested,  the  names  and  any  other 
identifying  particulars  of  the  Board  Members  should  be  erased  unless  Board  Members 
have  given  their  consent.  If  the  officer  is  not  recommended  to  see  the  Report  of  the 
Board,  or  to  have  its  contents  disclosed  to  him,  arrangements  may  be  made  for  him  to 
see  the  Chainnan  of  the  Board  who  shall  give  him  such  explanation  of  the  medical 
reasons  as  he  considers  the  circumstances  of  the  case  warrant. 

Placement  arrangements  for  officers  appointed  on  terms  which  attract  pension 
benefits  or  new  permanent  terms 

6.  For  an  officer  who  is  appointed  on  terms  which  attract  pension  benefits  or 
new  permanent  terms,  where  it  is  possible  to  deploy  him  usefully  in  some  other  posts  in 
his  rank,  he  will  not  be  invalided.  Where  this  is  not  possible,  he  will  be  consulted  on 
whether  he  wishes  to  have  explored  the  possibility  of  placement  in  another  rank  or 
grade  in  the  Civil  Service.  If  the  officer  does  not  wish  to  serve  in  another  office,  he  will 
be  invalided  and  notified  formally  in  writing. 

7.  If  the  officer  is  willing  to  serve  in  another  office,  the  Head  of  Department 
should  inform  the  Civil  Service  Bureau  of  the  availability  of  the  officer,  and  request 
that  the  possibility  of  his  placement  be  explored.  Should  placement  arrangements  fail, 
the  officer  will  then  be  invalided  from  the  service  and  duly  notified  in  writing. 

8.  If  the  officer  is  appointed  on  terms  which  attract  pension  benefits  and  he  can 
be  successfully  placed  in  another  office,  the  officer  will  have  the  option  of  either  - 

(a)  retirement  from  his  current  office  on  invaliding  and  re-employment 
in  the  new  office  after  a  break  in  service;  or 
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(b)  transferring  to  the  new  office  under  CSR  109(3). 

Sept.  2011  Under  option  (a),  the  officer  will  be  eligible  for  retirement  benefits  under  the  Pensions 
Ordinance  and  Regulations  (Cap. 89)  or  the  Pension  Benefits  Ordinance  and 
Regulations  (Cap. 99)  upon  his  retirement  from  his  current  office.  His  re-employment 
in  the  new  office  will  be  in  accordance  with  CSR  273  or  CSR  278  and  regarded  as  a 
brand  new  appointment.  He  will  be  placed  on  the  prevailing  tenns  of  service  normally 
considered  appropriate  to  the  appointment  to  the  new  office.  During  the  period  of 
re-employment,  his  monthly  payment  of  pension  or  retirement  allowance  will  be 
suspended,  unless  and  until  he  has  reached  the  applicable  normal  or  prescribed 
retirement  age  specified  in  the  relevant  pension  legislations.  Under  option  (b),  the  pay 
and  incremental  date  in  respect  of  the  new  office  will  be  determined  in  accordance 
with  CSRs  130  and  133(1).  The  officer’s  previous  service  prior  to  the  transfer  will  be 
taken  into  account  in  the  computation  of  retirement  benefits  upon  his  final  retirement 
from  the  service. 

June  2004  9.  If  the  officer  is  appointed  on  new  permanent  terms  and  he  can  be 

successfully  placed  in  another  office,  the  officer  will  have  the  option  of  either  - 

(a)  termination  of  service  from  his  current  office  on  invaliding  and 
appointed  in  the  new  office  after  a  break  in  service;  or 

(b)  transferring  to  the  new  office  under  CSR  109(3). 

Under  option  (a),  upon  termination  of  service  from  his  current  office,  the  officer  will 
be  granted  his  accrued  benefits  under  the  Civil  Service  Provident  Fund  (CSPF) 
Scheme  in  accordance  with  the  terms  and  conditions  of  the  Scheme  and  the  Mandatory 
Provident  Fund  Schemes  Ordinance  (Cap.485),  as  well  as  incapacity  benefits  as  set  out 
in  relevant  CSB  Circulars  and  CSB  Circular  Memoranda.  His  appointment  in  the 
new  office  will  be  regarded  as  a  brand  new  appointment.  He  will  be  placed  on  the 
prevailing  terms  of  service  normally  considered  appropriate  to  the  appointment  to  the 
new  office.  Under  option  (b),  there  will  be  no  break  in  service  and  the  pay  and 
incremental  date  in  respect  of  the  new  office  will  be  determined  in  accordance  with 
CSRs  130  and  133(1).  During  his  service  in  the  new  office  and  upon  his  final 
departure  from  the  civil  service,  the  officers’  previous  service  prior  to  the  transfer  will 
be  regarded  as  continuous  service  and  recognized  for  the  purpose  of  determining  the 
CSPF  benefits  in  accordance  with  the  terms  and  conditions  of  the  Scheme. 

Grant  of  leave  (and  passage,  if  applicable)  on  invaliding 

June  2004  10.  (a)  Officers  serving  on  local  terms  and  common  terms 

The  officer  will  be  granted  sick  leave  under  CSRs  1275  and  1276  until  he  is 
notified  in  writing  that  his  retirement  on  medical  grounds  has  been 
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June  2004 


approved.  Upon  notification,  any  outstanding  sick  leave  granted  prior  to 
invaliding  lapses.  The  officer  should  be  granted  all  earned  leave  as  from 
the  day  following  the  date  he  is  notified  of  his  invaliding.  If  he  has  a  leave 
balance  of  less  than  30  days,  he  will  be  granted  30  days  ex-gratia  leave  on 
full  pay  in  lieu  of  his  leave  balance.  His  retirement  takes  effect  on  the 
expiry  of  his  leave. 

(b)  Officers  serving  on  overseas  terms 

An  officer  serving  on  overseas  terms  continues  on  sick  leave  until  he  is 
notified  of  approval  of  his  invaliding.  His  earned  leave  commences  on  the 
day  following  the  date  he  is  notified  of  his  invaliding. 

If  his  vacation  leave  balance  at  the  date  of  notification  of  invaliding  is  less 
than  60  days,  he  will  be  granted,  ex-gratia,  sufficient  vacation  leave  to 
make  his  retirement  effective  60  days  after  the  date  of  notification; 
otherwise  the  officer's  retirement  becomes  effective  on  the  expiry  of  his 
vacation  leave. 

A  passage  to  the  officer's  country  of  origin  (See  CSR  1355(3))  will  be 
arranged  as  soon  as  possible  after  he  is  notified  of  approval  of  his 
invaliding. 

(c)  Officers  serving  on  new  terms 

An  officer  serving  on  new  terms  will  be  granted  sick  leave  under  CSRs 
1275  and  1276  until  he  is  notified  in  writing  that  his  service  will  be 
terminated  on  medical  grounds.  Upon  notification,  any  outstanding  sick 
leave  granted  prior  to  invaliding  lapses.  His  vacation  leave  accrued  up  to 
and  including  the  end  date  of  his  appointment  will  be  encashed  (see  CSR 
1 166).  If  the  officer  has  a  leave  balance  of  less  than  30  days  at  the  date  of 
notification  of  invaliding,  he  will  be  granted  encashment  of  30  days  leave 
on  full  pay  in  lieu  of  his  leave  balance. 
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Retirement  Age  for  Disciplined  Services  Officers 
(for  officers  appointed  to  the  Civil  Service 
on  or  after  1  June  2000  but  before  1  June  2015  and 
whose  normal  age  of  retirement  is  55  or  57) 1 
(under  CSR  360) 


Rank/Grade 


Retirement  Age 


All  Rank  and  File  Grades  55 

All  Senior  Ranks  55 


Directorate  Ranks 

Correctional  Services  Department 
Commissioner  57 

Deputy  Commissioner  57 

All  other  Directorate  ranks  55 

Customs  &  Excise  Department 

Commissioner  57 

Deputy  Commissioner  57 

Assistant  Commissioner  57 

Chief  Superintendent  55 

Fire  Services  Department 

All  Directorate  ranks  57 

Government  Flying  Service 

All  Directorate  ranks  57 

Hong  Kong  Police  Force 

Commissioner  57 

Deputy  Commissioner  57 

Senior  Assistant  Commissioner  57 

All  other  Directorate  ranks  55 

Immigration  Department 

Director  57 

Deputy  Director  57 

Assistant  Director  57 

Senior  Principal  Immigration  Officer  55 


Note  :  Please  refer  to  the  Appendix  for  the  full  list  of  all  disciplined  services  ranks  and  grades. 


1  Disciplined  services  officers  appointed  to  the  Civil  Service  on  or  after  1  June  2000  but  before  1  June  2015  and 
who  opted  to  retire  at  the  age  of  60  may  retire  on  or  after  attaining  the  above  age  by  serving  the  requisite  notice  in 
accordance  with  CSR  360(2). 
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Department 

(1)  Correctional 
Services 
Department 


(2)  Customs  and 
Excise 
Department 


(3)  Fire  Services 
Department 


Retirement  Age  of  Disciplined  Services  Officers  (under  CSR  360) 
List  of  Disciplined  Services  Ranks  and  Grades 


Directorate  Ranks 


Rank  and  File 

Senior  Ranks  Grades 


Commissioner  of  Correctional 
Services 

Deputy  Commissioner  of 
Correctional  Services 
Assistant  Commissioner  of 
Correctional  Services 
General  Manager  (Correctional 
Services  Industries) 

Chief  Superintendent  of 
Correctional  Services 


Senior  Superintendent  of  Assistant  Officer  I 

Correctional  Services  Assistant  Officer  II 

Superintendent  of  Instructor 

Correctional  Services  (Correctional 

Chief  Officer  Services) 

Principal  Officer 
Officer 

Superintendent  of  Correctional 
Services  Industries 
Chief  Industrial  Officer 
(Correctional  Services) 

Principal  Industrial  Officer 
(Correctional  Services) 

Industrial  Officer 

(Correctional  Services) 

Technical  Instructor 
(Correctional  Services) 


Commissioner  of  Customs  and 
Excise 

Deputy  Commissioner  of 
Customs  and  Excise 
Assistant  Commissioner  of 
Customs  and  Excise 
Chief  Superintendent  of 
Customs  and  Excise 


Senior  Superintendent  of 
Customs  and  Excise 
Superintendent  of  Customs 
and  Excise 

Assistant  Superintendent  of 
Customs  and  Excise 
Senior  Inspector  of  Customs 
and  Excise 

Inspector  of  Customs  and 
Excise 


Chief  Customs 
Officer 

Senior  Customs 
Officer 

Customs  Officer 


Director  of  Fire  Services 
Deputy  Director  of  Fire  Services 
Chief  Fire  Officer 
Chief  Ambulance  Officer 
Deputy  Chief  Fire  Officer 
Deputy  Chief  Ambulance 
Officer 


Senior  Divisional  Officer 
Divisional  Officer 
Assistant  Divisional  Officer 
Senior  Station  Officer 
Station  Officer 
Senior  Assistant  Chief 
Ambulance  Officer 
Assistant  Chief  Ambulance 
Officer 

Superintendent  (Ambulance) 
Senior  Ambulance  Officer 
Ambulance  Officer 


Principal  Fireman 
Senior  Fireman 
Fireman 
Principal 

Ambulanceman 
Senior  Ambulanceman 
Ambulanceman 
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Rank  and  File 

Department 

Directorate  Ranks 

Senior  Ranks 

Grades 

(4)  Government 
Flying  Service 

Controller,  Government  Flying 
Service 

Chief  Pilot 

Chief  Aircraft  Engineer 

Senior  Pilot 

Pilot  I 

Pilot  II 

Cadet  Pilot 

Senior  Air  Crewman  Officer 

Air  Crewman  Officer  I 

Air  Crewman  Officer  II 

Air  Crewman  Officer  III 

Senior  Aircraft  Engineer 

Aircraft  Engineer 

Chief  Aircraft  Technician 

Senior  Aircraft  Technician 
Aircraft  Technician 

(5)  Hong  Kong 
Police  Force 

Commissioner  of  Police 

Deputy  Commissioner  of 

Police 

Senior  Assistant  Commissioner 
of  Police 

Assistant  Commissioner  of 
Police 

Chief  Superintendent  of 

Police 

Senior  Superintendent  of  Police 
Superintendent  of  Police 

Chief  Inspector  of  Police 

Senior  Inspector  of  Police 
Inspector  of  Police 

Station  Sergeant 
Sergeant 

Constable 

(6)  Immigration 
Department 

Director  of  Immigration 

Deputy  Director  of 

Immigration 

Assistant  Director  of 
Immigration 

Senior  Principal  Immigration 
Officer 

Principal  Immigration  Officer 
Assistant  Principal  Immigration 
Officer 

Chief  Immigration  Officer 
Senior  Immigration  Officer 
Immigration  Officer 

Chief  Immigration 
Assistant 

Senior  Immigration 
Assistant 

Immigration  Assistant 
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List  of  Disciplined  Services  Ranks  and  Grades 
(under  CSR  360) 


Department  Directorate  Ranks 


Senior  Ranks 


(1)  Correctional 
Services 
Department 


Commissioner  of 

Correctional  Services 
Deputy  Commissioner  of 
Correctional  Services 
Assistant  Commissioner  of 
Correctional  Services 
General  Manager 

(Correctional  Services 
Industries) 

Chief  Superintendent  of 
Correctional  Services 


Senior  Superintendent  of 
Correctional  Services 
Superintendent  of 
Correctional  Services 
Chief  Officer 
Principal  Officer 
Officer 

Superintendent  of 
Correctional  Services 
Industries 

Chief  Industrial  Officer 
(Correctional  Services) 
Principal  Industrial  Officer 
(Correctional  Services) 
Industrial  Officer 

(Correctional  Services) 
Technical  Instructor 
(Correctional  Services) 


(2)  Customs  and 
Excise 
Department 


Commissioner  of  Customs 
and  Excise 

Deputy  Commissioner  of 
Customs  and  Excise 

Assistant  Commissioner 
of  Customs  and 
Excise 

Chief  Superintendent  of 
Customs  and  Excise 


Senior  Superintendent  of 
Customs  and  Excise 
Superintendent  of 
Customs  and  Excise 
Assistant  Superintendent  of 
Customs  and  Excise 
Senior  Inspector  of  Customs 
and  Excise 

Inspector  of  Customs  and 
Excise 


(3)  Fire  Services  Director  of  Fire  Services 
Department  Deputy  Director  of  Fire 
Services 

Chief  Fire  Officer 
Chief  Ambulance  Officer 
Deputy  Chief  Fire  Officer 
Deputy  Chief  Ambulance 
Officer 


Senior  Divisional  Officer 
Divisional  Officer 
Assistant  Divisional  Officer 
Senior  Station  Officer 
Station  Officer 
Senior  Assistant  Chief 
Ambulance  Officer 
Assistant  Chief  Ambulance 
Officer 

Superintendent  (Ambulance) 
Senior  Ambulance  Officer 
Ambulance  Officer 


Rank  and  File 
Grades 

Assistant  Officer  I 
Assistant  Officer  II 
Instructor  (Correctional 
Services) 


Chief  Customs  Officer 
Senior  Customs  Officer 
Customs  Officer 


Principal  Fireman 
Senior  Fireman 
Fireman 

Principal  Ambulanceman 
Senior  Ambulanceman 
Ambulanceman 
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Rank  and  File 

Department  Directorate  Ranks  Senior  Ranks  Grades 

(4)  Government  Controller,  Government  Senior  Pilot  _ 

Flying  Service  Flying  Service  Pilot  I 

Chief  Pilot  Pilot  II 

Chief  Aircraft  Engineer  Cadet  Pilot 

Senior  Air  Crewman  Officer 
Air  Crewman  Officer  I 
Air  Crewman  Officer  II 
Air  Crewman  Officer  III 
Senior  Aircraft  Engineer 
Aircraft  Engineer 
Chief  Aircraft  Technician 
Senior  Aircraft  Technician 
Aircraft  Technician 

(5)  Hong  Kong  Commissioner  of  Police  Senior  Superintendent  of  Station  Sergeant 

Police  Force  Deputy  Commissioner  Police  Sergeant 

of  Police  Superintendent  of  Police  Constable 

Senior  Assistant  Chief  Inspector  of  Police 

Commissioner  of  Police  Senior  Inspector  of  Police 

Assistant  Commissioner  Inspector  of  Police 

of  Police 

Chief  Superintendent 
of  Police 

(6)  Immigration  Director  of  Immigration  Principal  Immigration  Chief  Immigration  Assistant 

Department  Deputy  Director  of  Officer  Senior  Immigration 

Immigration  Assistant  Principal  Assistant 

Assistant  Director  of  Immigration  Officer  Immigration  Assistant 

Immigration  Chief  Immigration  Officer 

Senior  Principal  Senior  Immigration  Officer 

Immigration  Officer  Immigration  Officer 
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PUBLIC  SERVICE  (ADMINISTRATION)  ORDER 


PARTI 

PRELIMINARY 


1.  Citation 

(1)  This  Order  may  be  cited  as  the  Public  Service  (Administration)  Order.  (Amended  by 
Executive  Order  (E.O.)  1  of 2000  s.2) 

(2)  (Repealed  by  E.O.  1  of 2000  s.2 ) 


2.  Interpretation 

In  this  Order,  unless  the  context  otherwise  requires— 

"Basic  Law"  (  (3£Alic))  )  means  the  Basic  Law  of  the  Hong  Kong  Special  Administrative 
Region  of  the  People's  Republic  of  China; 

"Category  A  Officer"  (•  |  A1AI  i)  means  an  officer  who  - 

(a)  is  appointed  to  and  confirmed  in  an  established  office;  or 

(b)  is  a  member  of  the  civil  service  provident  fund  scheme; 

(Amended  by  E.O.  1  of  2010  s.2 ) 

"Category  B  Officer"  (ZIUAM)  means  any  officer  who— 

(a)  holds  a  non-established  office; 

(b)  holds  an  established  office  on  month-to-month  terms;  or 

(c)  holds  an  office  on  probationary  or  agreement  terms; 

(Amended  by  E.O.  1  of  2010  s.2 ) 

"civil  service  provident  fund  scheme"  JIHO  means  the  Civil  Service  Provident 

Lund  Scheme  referred  to  in  the  government  regulations;  (Added  by  E.O.  1  of  2010  s.2 ) 
"established  office"  (fxAfiifiQ  has  the  meaning  assigned  to  it  by  section  2  of  the  Pensions 
Ordinance  (Cap.  89)  or  section  2  of  the  Pension  Benefits  Ordinance  (Cap.  99);  (Amended 
by  E.O.  1  of  2010  s.2) 

"government  regulations"  ( AAAifA)  means  the  Government  Regulations  and  any  other 
administrative  rules  or  instruments  regulating  the  public  service;  (Added  by  E.O.  1  of  2010 
s.2 ) 

"HKSAR"  ( A M )  means  the  Hong  Kong  Special  Administrative  Region  of  the  People's 
Republic  of  China; 

"non-established  office"  (AIxAffHSD  means  an  office  which  is  not  an  established  office; 
"public  officer"  (Aff^AJt)  means  public  officer  within  the  meaning  of  section  3  of  the 
Interpretation  and  General  Clauses  Ordinance  (Cap.  1); 
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"public  servant"  (AIIjAM)  and  "officer"  (AM)  mean  any  person  holding  an  office  of 
emolument  under  the  Government  of  HKSAR,  whether  the  office  is  permanent  or 
temporary,  and  serving  in  a  government  bureau  or  department; 

"Public  Service  Commission"  (MllMttMB^MlSr)  means  the  Public  Service  Commission 
established  under  section  3  of  the  Public  Service  Commission  Ordinance  (Cap.  93); 
"punishment"  ($&©)-- 

(a)  includes  dismissal,  compulsory  retirement,  fine,  reduction  in  rank,  severe  reprimand, 
reprimand,  stoppage  or  deferment  of  increments  and  reduction  in  salary;  (Amended 
by  E.O.  1  of  2010  s.2) 

(b)  does  not  include  retirement  in  the  public  interest  under  section  12; 

"regulations"  (  ( ))  )  means  regulations  made  by  the  Chief  Executive  under  section  21; 
"retirement  benefits"  (MMt'lAJ),  in  relation  to  an  officer,  means  - 

(a)  the  pension,  gratuity  or  other  allowance  of  that  officer  as  provided  for  under  the 
Pensions  Ordinance  (Cap.  89); 

(b)  the  pension  benefits  of  that  officer  as  provided  for  under  the  Pension  Benefits 
Ordinance  (Cap.  99);  or 

(c)  the  part  of  that  officer’ s  beneficial  interests  in  the  civil  service  provident  fund  scheme 
that  is  attributable  to  sums  derived  from  the  voluntary  contributions  made  by  the 
Government  of  HKSAR,  as  employer,  in  respect  of  that  officer  under  section  1 1(4)  of 
the  Mandatory  Provident  Fund  Schemes  Ordinance  (Cap.  485),  together  with  the 
income,  profits  or  losses  arising  from  any  investment  of  those  sums  and  of  such 
income  or  profits. 

(Added  by  E.O.  1  of  2010  s.2) 


PART  II 

APPOINTMENTS 


3.  Appointments 

(1)  Subject  to  Article  48(5)  of  the  Basic  Law,  the  Chief  Executive  may  by  virtue  of 
Article  48(7)  of  the  Basic  Law  appoint  and  promote  public  servants  in  accordance  with  this 
Order. 

(2)  In  making  his  selection  of  persons  for  appointment  or  promotion,  the  Chief 
Executive  shall  take  account  of  any  advice  tendered  by  the  Public  Service  Commission  under 
or  by  virtue  of  the  Public  Service  Commission  Ordinance  (Cap.  93). 


4.  Concurrent  appointments 

(1)  The  Chief  Executive  may,  when  a  public  servant  is  on  leave  of  absence  pending 
relinquishment  of  his  office,  appoint  substantively  another  person  to  the  same  office. 

(2)  When  2  or  more  persons  are  holding  the  same  office  by  reason  of  an  appointment 
made  under  subsection  (1)  the  person  last  appointed  to  the  office  shall,  for  the  purposes  of 
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any  function  conferred  upon  the  holder  of  that  office,  be  deemed  to  be  the  holder  of  that 
office. 


PART  III 

DISMISSAL,  SUSPENSION  AND  DISCIPLINE 


5.  Dismissal,  suspension  and  discipline 

Subject  to  article  48(5)  of  the  Basic  Law,  the  Chief  Executive  may  by  virtue  of  article 
48(7)  of  the  Basic  Law,  upon  sufficient  cause  to  him  appearing,  dismiss  or  suspend  from  the 
exercise  of  his  office  any  public  servant  or  take  such  other  disciplinary  action,  in  accordance 
with  this  Order  and  regulations  as  may  seem  to  him  desirable. 


6.  Disciplinary  procedures  not  to  prejudice  any  law  providing  for  punishment,  etc. 

This  Order  and  regulations  are  without  prejudice  to  any  law  providing  for  the  punishment 
of  officers  by  the  Chief  Executive  or  any  other  officer  or  authority. 


7.  Disciplinary  procedures  applicable  to  Category  A  Officers 

Sections  9  to  18  shall  apply  only  to  Category  A  Officers. 


8.  Disciplinary  procedures  applicable  to  Category  B  Officers 

Disciplinary  procedure  in  relation  to  Category  B  Officers  shall  be  carried  out  in 
accordance  with  regulations  and  any  directions  given  by  the  Chief  Executive  under  section 
21(3). 


9.  Misconduct  not  warranting  dismissal  or  compulsory  retirement 

(1)  If  it  is  represented  to  the  Chief  Executive  that  an  officer  has  been  guilty  of 
misconduct,  and  the  Chief  Executive  is  of  the  opinion  that  the  misconduct  alleged  is  not  serious 
enough  to  warrant  proceedings  under  section  10,  he  may  cause  an  inquiry  to  be  made  into  the 
officer's  conduct  in  such  manner  as  may  be  prescribed  by  regulations  made  by  the  Chief 
Executive  under  section  21(2). 

(2)  If  after  such  inquiry  the  Chief  Executive  is  of  the  opinion  that  the  officer  has  been 
guilty  of  misconduct,  he  may  inflict  such  punishment,  other  than  dismissal  or  compulsory 
retirement,  upon  the  officer  as  may  seem  to  him  to  be  just. 

( Amended  by  E.O.  1  of 2000  s.3) 
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10.  Misconduct  warranting  dismissal  or  compulsory  retirement 

(1)  If  it  is  represented  to  the  Chief  Executive  that  an  officer  has  been  guilty  of 
misconduct,  and  the  Chief  Executive  is  of  the  opinion  that  the  misconduct  alleged  may  be 
serious  enough  to  warrant  the  dismissal  or  compulsory  retirement  of  the  officer,  he  may  cause 
an  inquiry  to  be  made  into  the  officer's  conduct  in  such  manner  as  may  be  prescribed  by 
regulations  made  by  the  Chief  Executive  under  section  21(2). 

(2)  If  after  such  inquiry  the  Chief  Executive  is  of  the  opinion  that  the  officer  has  been 
guilty  of  misconduct,  he  may  inflict  such  punishment  upon  the  officer  as  may  seem  to  him  to  be 
just. 

(3)  Where  an  officer  is  absent  from  duty  without  leave  for  a  period  exceeding  14  days 
and  it  is  represented  to  the  Chief  Executive  that  the  officer- 

fa)  cannot  be  traced;  or 

(b)  on  being  required  by  notice  in  writing  (sent  by  post  to  his  last  known  address)  to 
give,  within  the  period  specified  in  the  notice,  an  excuse  for  his  absence,  has 
failed  to  give  any  excuse  or  to  give  an  excuse  that  is  reasonable, 
the  Chief  Executive  need  not  cause  an  inquiry  to  be  made  under  subsection  (1)  and  may 
summarily  dismiss  the  officer. 

(Amended  by  E.O.  1  of 2000  s.4) 


11.  Action  further  to  criminal  charge 

If  an  officer  has  been  convicted  on  a  criminal  charge  the  Chief  Executive  may,  upon  a 
consideration  of  the  proceedings  of  the  court  on  such  charge,  inflict  such  punishment  upon  the 
officer  as  may  seem  to  him  to  be  just,  without  any  further  proceedings. 


12.  Retirement  in  the  public  interest 

(1)  The  Chief  Executive  may,  at  any  time  if  it  is  represented  to  him  that  the  retirement  of 
an  officer  is  desirable  in  the  public  interest,  call  for  a  report  from  the  head  of  any  department  in 
which  the  officer  has  served.  The  officer  shall  be  informed  of  the  grounds  on  which  his 
retirement  is  contemplated  under  this  section  and  be  given  an  opportunity  to  make 
representations. 

(2)  The  Chief  Executive  may,  upon  a  consideration  of  the  report  and  of  any 
representations  submitted  under  subsection  (1),  require  the  officer  to  retire  from  the  service,  if 
he  is  of  the  opinion  that,  having  regard  to  conditions  of  the  public  service,  the  usefulness  of  the 
officer  thereto  and  all  other  circumstances  of  the  case,  the  termination  of  the  officer's  service  is 
desirable  in  the  public  interest  and  the  officer's  service  shall  accordingly  terminate  on  such  date 
as  the  Chief  Executive  may  specify. 

(3)  If  upon  consideration  of— 

(a)  an  inquiry  into  the  conduct  of  an  officer  under  section  9  or  10;  or 

(b)  the  proceedings  of  a  court  by  which  an  officer  has  been  convicted  of  a  criminal 
charge, 

the  Chief  Executive  is  of  the  opinion  that  the  officer  does  not  deserve  to  be  punished  but  that 
the  inquiry  or  proceedings  disclose  grounds  for  requiring  him  to  retire  in  the  public  interest,  the 
Chief  Executive  may  require  the  officer  to  retire  from  the  service  under  this  section,  and  in  such 
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a  case  it  shall  not  be  necessary  for  the  Chief  Executive  to  comply  with  the  procedure  mentioned 
in  subsections  (1)  and  (2).  (Amended  by  E.O.  1  of 2000  s.5) 

(4)  Where  an  officer  is  required  to  retire  under  this  section,  he  may  be  granted  retirement 
benefits.  ( Amended  by  E.O.  1  of  2010  s.3) 


13.  Interdiction  from  exercise  of  powers  and  functions  of  office 

(1)  The  Chief  Executive  may  interdict  an  officer  from  the  exercise  of  powers  and 
functions  of  his  office  if— 

(a)  proceedings  have  been,  or  are  to  be,  taken  against  him  under  section  10;  or 

(b)  criminal  proceedings  have  been,  or  are  likely  to  be,  instituted  against  him;  or 

(c)  inquiry  of  his  conduct  is  being  undertaken  and  it  is  contrary  to  the  public  interest 
for  him  to  continue  to  exercise  the  powers  and  functions  of  his  office. 
(Amended  by  E.O.  1  of 2000  s.6) 

(2)  An  officer  who  has  been  interdicted  under— 

(a)  subsection  (1  )(a)  shall  be  allowed  to  receive  such  portion  of  the  emoluments  of 
his  office,  not  being  less  than  one-half,  as  the  Chief  Executive  shall  think  fit;  or 

(b)  subsection  (1  )(b)  shall  be  allowed  to  receive  such  portion  of  the  emoluments  of 
his  office,  not  being  less  than  one-half,  as  the  Chief  Executive  shall  think  fit 
until  such  time  as  he  may  be  convicted  on  a  criminal  charge  serious  enough  to 
warrant  his  dismissal  from  the  service  whereupon  he  shall  not  receive  any  such 
emoluments  pending  the  consideration  of  his  case  by  the  Chief  Executive;  or 

(c)  subsection  (1  )(c)  shall  be  allowed  to  receive  the  full  amount  of  the  emoluments 
of  his  office. 

(3)  If  the  proceedings  against  any  officer  do  not  result  in  any  punishment  of  the  officer, 
he  shall  be  entitled  to  the  full  amount  of  the  emoluments  which  he  would  have  received  if  he 
had  not  been  interdicted. 

(4)  If  a  punishment  other  than  dismissal  is  inflicted,  the  officer  may  be  paid  such 
proportion  of  the  emoluments  withheld  as  a  result  of  his  interdiction  as  the  Chief  Executive 
shall  think  fit. 


14.  Disciplinary  proceedings  to  be  held  over  pending  determination  of  charge 

If  criminal  proceedings  are  instituted  against  an  officer,  disciplinary  proceedings  based 
upon  any  grounds  involved  in  the  criminal  charge  shall  not  be  taken  pending  the  determination 
of  the  criminal  proceedings. 


15.  Restriction  on  punishment  if  acquitted 

An  officer  acquitted  of  a  criminal  charge  shall  not  be  punished  in  respect  of  any  charges 
upon  which  he  has  been  acquitted,  but  he  may  nevertheless  be  punished  on  any  other  charges 
arising  out  of  his  conduct  in  the  matter  which  do  not  raise  substantially  the  same  issues  as  those 
on  which  he  has  been  acquitted  and  the  appropriate  proceedings  may  be  taken  for  the  purpose. 
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16.  Forfeiture  of  benefits  on  dismissal 


An  officer  who  is  dismissed  forfeits  all  claims  to  retirement  benefits  or  other  like  benefits 
and  to  any  other  benefits  or  advantages  of  an  officer. 


(Amended  by  E.O.  1  of  2010  s.4) 


16A.  Forfeiture  or  reduction  of  benefits  on  compulsory  retirement 

If  an  officer  is  compulsorily  retired,  the  officer  may  be  granted  retirement  benefits  or  other 
like  benefits  in  full,  or  those  benefits  may  be  reduced  or  not  be  granted  to  the  officer,  and  may 
be  granted  any  other  benefits  or  advantages  that  the  officer  is  eligible  to  receive. 

(Added  by  E.O.  1  of  2010  s.5) 


17.  (Repealed  by  E.O.  1  of 2000  s.7) 

18.  Consultation  with  Public  Service  Commission  on  punishment 

Except  as  may  be  provided  by  regulations  made  by  the  Chief  Executive  under  section 
21(2)  and  except  in  the  case  of  an  officer  who  is  one  of  the  officers  designated  in  section  6(2)  of 
the  Public  Service  Commission  Ordinance  (Cap.  93),  the  Chief  Executive  shall  not  inflict  any 
punishment  upon  an  officer  under  sections  9  to  1 1  or  require  an  officer  to  retire  under  section 
12  without  first  consulting  the  Public  Service  Commission. 


PART  IV 

MISCELLANEOUS 


19.  Delegations  of  power 

(1)  Subject  to  subsection  (2),  the  Chief  Executive  may  delegate  to  any  public  servant  or 
any  other  public  officer  any  powers  or  duties  conferred  or  imposed  on  him  by  sections  3,  9  to  18 
and  20(1).  (Amended  by  E.O.  1  of  2008  s.2) 

(2)  The  Chief  Executive  shall  not  delegate  the  power  to  make  regulations  under  section 

21(2). 

(3)  All  delegations  to  a  public  servant  or  other  public  officer  of  powers  or  duties  (similar 
to  those  referred  to  in  subsection  (1))  vested  in  or  exercisable  by  the  Governor  which  were  in 
force  immediately  before  1  July  1997  shall  on  and  after  that  date  continue  in  force  and  be 
deemed  to  have  been  made  by  the  Chief  Executive  to  the  corresponding  public  servant  or 
public  officer,  as  the  case  may  be,  in  the  HKSAR. 


20.  Representations  by  officers 

(1)  Every  officer  who  has  any  representations  of  a  public  or  private  nature  to  make  to  the 
Government  of  HKSAR  should  address  them  to  the  Chief  Executive.  The  Chief  Executive  shall 
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consider  and  act  upon  each  representation  as  public  expediency  and  justice  to  the  individual 
may  require. 

(2)  The  Chief  Executive  may  appoint  a  review  board  to  advise  him  on  such 
representations  addressed  to  him  relating  to  appointment,  dismissal  and  discipline  of  public 
servants  as  he  thinks  fit. 


21.  Regulations  and  directions 

(1)  Subject  to  subsection  (2),  the  Chief  Executive  may  make  regulations— 

(a)  for  prescribing  anything  to  be  prescribed  by  regulations;  and 

(b)  generally  for  regulating  practice  and  procedure,  under  this  Order. 

(2)  The  Chief  Executive  may,  with  the  advice  of  the  Executive  Council,  make 
regulations  referred  to  in  sections  9(1),  10(1)  and  18. 

(3)  The  Chief  Executive  may  give  written  directions  regulating  matters  relating  to  the 
conditions  of  service  and  terms  of  appointment  for  officers  as  well  as  conduct  and  discipline 
matters,  and  generally  providing  for  such  matters  as  are  contemplated  by  or  necessary  for 
giving  full  effect  to  this  Order  and  for  the  due  administration  of  the  public  service. 

(4)  Regulations  and  directions  given  under  subsection  (3)  shall  be  deemed  to  have  come 
into  operation  on  1  July  1997  or  such  other  dates  as  may  be  specified  by  the  Chief  Executive 
and  shall  apply  to  any  proceedings  instituted  under  the  Colonial  Regulations  or  regulations  or 
directions  by  the  Governor  in  exercise  of  the  powers  conferred  by  the  Letters  Patent  or  the 
Colonial  Regulations  before  1  July  1997  pending  determination. 

(5)  Regulations  and  directions  given  under  subsection  (3)  shall  not  be  subsidiary 
legislation  within  the  meaning  of  that  expression  in  the  Interpretation  and  General  Clauses 
Ordinance  (Cap.  1). 


22.  Transitional 

Anything  done  under- 
fa)  the  Letters  Patent; 

(b)  the  Colonial  Regulations;  or 

(c)  any  other  regulations  or  directions  by  the  Governor  in  exercise  of  the  powers 
conferred  by  the  Letters  Patent  or  the  Colonial  Regulations, 

shall,  if  in  force  on  or  immediately  prior  to  the  commencement  of  this  Order,  continue  in  force 
and  have  effect  as  if  done  under  the  provisions  of  this  Order  or  regulations. 


23.  Provisions  transitional  to  the  enactment  of  the  Public  Service  (Administration) 

Order  1997  (Amendment)  Order  2000 

(1)  The  amendment  made  under  section  4  (b)  (i)  of  the  Amendment  Order  does  not  apply 
in  the  case  of  an  officer  whose  period  of  absence  from  duty  without  leave  for  the  purposes  of 
section  10(3)  began  before  the  commencement  date,  and  section  10(3)  as  applying  immediately 
before  the  commencement  date  continues  to  apply  to  the  case  as  if  that  amendment  had  not 
been  made. 

(2)  To  avoid  doubt,  it  is  declared  that  this  Order  as  amended  applies  in  relation  to  an 
investigation  made  under  this  Order  as  applying  before  amendment  and  which  has  not  been 
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completed  before  the  commencement  date,  as  it  applies  in  relation  to  an  inquiry  made  under 
this  Order  as  amended  on  or  after  the  commencement  date,  and,  accordingly,  on  and  after  the 
commencement  date,  such  an  investigation  or  anything  done  in  relation  to  such  an  investigation 
shall  be  deemed  to  be  an  inquiry  or  done  in  relation  to  an  inquiry,  as  the  case  may  be,  under  this 
Order  as  amended. 

(3)  In  this  section  - 

“Amendment  Order”  (  (fltjITnp'r7))  )  means  the  Public  Service  (Administration)  Order  1997 
(Amendment)  Order  2000  (Executive  Order  No.  1  of  2000); 

“commencement  date”  |  [  j[jj )  means  the  date  on  which  the  Amendment  Order  comes  into 
operation; 

“Order  as  amended”  (  ti")  )  means  the  Public  Service  (Administration)  Order  1997 

(Executive  Order  No.  1  of  1997)  as  amended  by  the  Amendment  Order; 

“Order  as  applying  before  amendment”  (  )  means  this  Order  as  it  applied 

immediately  before  the  commencement  date. 

(Added  by  E.O.  1  of 2000  s.8) 


24.  Provisions  transitional  to  the  enactment  of  the  Public  Service  (Administration) 

Order  (Amendment)  Order  2010 

(1)  The  provisions  of  this  Order  as  amended  by  the  Amendment  Order  apply  in  relation 
to  an  officer  who,  after  the  commencement  of  the  Amendment  Order,  is  - 

(a)  found  guilty  of  misconduct  for  which  the  officer  is  punished  under  section 
10(2),  even  though  the  misconduct  was  committed  before  the  commencement; 

(b)  absent  from  duty  without  leave  for  which  the  officer  is  summarily  dismissed 
under  section  10(3),  even  though  the  officer’s  absence  began  before  the 
commencement; 

(c)  convicted  on  a  criminal  charge  for  which  the  officer  is  punished  under  section 
11,  even  though  the  offence  that  the  officer  was  convicted  of  on  the  criminal 
charge  was  committed  before  the  commencement; 

(d)  on  the  grounds  referred  to  in  section  12(2)  required  to  retire  from  the  service 
under  section  12,  even  though  those  grounds  on  which  the  retirement  is 
contemplated  came  into  existence  before  the  commencement;  or 

(e)  on  the  grounds  referred  to  in  section  12(3)  required  to  retire  from  the  service 
under  section  12,  even  though  the  conduct  of  the  officer  into  which  the  inquiry 
has  been  made  was  committed  before  the  commencement  or  the  offence  that 
the  officer  has  been  convicted  of  in  the  proceedings  of  the  court  on  the  criminal 
charge  was  committed  before  the  commencement. 

(2)  In  this  section,  “Amendment  Order”  (  )  means  the  Public  Service 

(Administration)  Order  (Amendment)  Order  2010  (Executive  Order  No.  1  of  2010). 

(Added  by  E.O.  1  of  2010  s.6) 
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Explanatory  Note 

Amendments  to  the  Public  Service  (Administration)  Order  1997 


1.  The  Public  Service  (Administration)  Order  1997  (Executive  Order  No.  1  of 
1997)  (“Principal  Order”)  has  been  amended  by  the  Public  Service  (Administration) 
Order  1997  (Amendment)  Order  2000  (Executive  Order  No.  1  of  2000)  (“Amendment 
Order”).  The  amendments  will  come  into  operation  on  17  April  2000. 

2.  For  ease  of  reference,  editorial  notes  setting  out  the  sources  of  amendments  have 
been  inserted  to  the  provisions  of  the  revised  Principal  Order  where  amendments  have 
been  made.  These  notes  are  in  italic. 

3.  The  principal  amendments  introduced  by  the  Amendment  Order  are  as  follows. 

(a)  The  citation  of  the  Principal  Order  is  amended  and  the  revised  Principal  Order 
may  be  cited  as  the  Public  Service  (Administration)  Order. 

(b)  Section  10(3)  of  the  Principal  Order  is  amended  in  order  to  reduce  from  21  days 
to  14  days  the  period  of  unauthorised  absence  for  which  summary  dismissal 
action  may  be  taken. 

(c)  Section  17  of  the  Principal  Order  is  repealed  to  ensure  consistency  with  the  Hong 
Kong  Bill  of  Rights  Ordinance  (Cap.  383). 

(d)  Transitional  provisions  are  inserted  to  provide  for  transitional  arrangements  in 
connection  with  the  making  of  the  Amendment  Order. 

(e)  All  references  to  “investigation”  in  the  Principal  Order  are  replaced  with 
“inquiry”. 
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Explanatory  Note 

Public  Service  (Administration)  Order  ( Amendment )  Order  2008 


The  Public  Service  (Administration)  Order  (Amendment)  Order  2008  (Executive 
Order  No.  1  of  2008)  amends  section  19(1)  of  the  Public  Service  (Administration)  Order 
(Executive  Order  No.  1  of  1997).  The  purpose  of  the  amendment  is  to  empower  the 
Chief  Executive  to  delegate  to  any  public  servant  or  any  other  public  officer  his  duty  to 
consider  and  act  upon  representations  made  to  him  by  any  officer  as  public  expediency 
and  justice  to  the  individual  may  require. 
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Explanatory  Note 

Public  Service  ( Administration )  Order  ( Amendment )  Order  2010 


The  Public  Service  (Administration)  Order  (Amendment)  Order  2010  (Executive 
Order  No.  1  of  2010)  amends  the  Public  Service  (Administration)  Order  (Executive 
Order  No.  1  of  1997)  so  that  its  provisions  apply  to  any  public  officer  who  is  a  member 
of  the  Civil  Service  Provident  Fund  Scheme  (“CSPF  officer”)  as  follows  - 

(a)  if  a  CSPF  officer  is  required  to  retire  in  the  public  interest,  the  officer  may  be 
granted  the  part  of  the  beneficial  interests  that  is  attributable  to  sums  derived  from 
the  voluntary  contributions  made  by  the  Government  of  HKSAR,  as  employer,  in 
respect  of  that  officer  under  the  Scheme  (“GVC  beneficial  interests”); 

(b)  if  a  CSPF  officer  is  dismissed,  the  GVC  beneficial  interests  and  other  benefits  or 
advantages  will  not  be  granted  to  the  officer;  or 

(c)  if  a  CSPF  officer  is  compulsorily  retired,  the  GVC  beneficial  interests  may  be 
granted  to  the  officer  in  full  or  may  be  reduced  or  forfeited,  and  the  officer  may  be 
granted  other  benefits  or  advantages  that  the  officer  is  eligible  to  receive. 
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PUBLIC  SERVICE  (DISCIPLINARY)  REGULATION 


PARTI 

PRELIMINARY 


1.  (Repealed  bv  Public  Service  (Disciplinary)  (Amendment)  Regulation  2002 
("PS(D)(A)R  2002")  s.l) 


2.  Interpretation 

In  this  Regulation— 

"designated  person"  (Jjf  SAlt)  means  an  officer  appointed  under  section  2A; 
(Added  by  PS(D)(A)R  2002  s.2) 

"Directorate  Pay  Scale"  (|f  A)  means  the  scale  under  the  heading 

"Directorate  Pay  Scale"  in  the  Civil  Service  Pay  Scales  published  by  the  Secretary; 
(Added  by  PS(D)(A)R  2002  s.2) 

"legally  qualified  officer"  (AAAAAAlAfrA At  t)  means  any  officer  who  is  a 
solicitor  or  barrister  within  the  meaning  of  section  2  of  the  Legal  Practitioners 
Ordinance  (Cap.  159); 

"Master  Pay  Scale"  (MAlAA)  means  the  scale  under  the  heading  "Master  Pay 
Scale"  in  the  Civil  Service  Pay  Scales  published  by  the  Secretary; 

"MOD  I  Pay  Scale"  (H — AlAiflAA)  means  the  scale  under  the  heading  "Model 
Scale  I"  in  the  Civil  Service  Pay  Scales  published  by  the  Secretary; 

"Order"  (  { A  A ))  )  means  Public  Service  (Administration)  Order;  (Amended  by 
PS(D)(A)R  2000  s. 3) 

"Secretary"  (jnjA)  means  the  Secretary  for  the  Civil  Service. 


2A.  Chief  Executive  may  appoint  designated  persons 

The  Chief  Executive  may  appoint  an  officer  to  be  a  designated  person  for  the 
purposes  of  this  Regulation,  and  the  appointment  may  be  made  either  generally  or 
specifically  - 

(a)  in  respect  of  certain  sections  or  certain  powers  or  functions  to  be  exercised 
under  a  section; 

(b)  in  respect  of  certain  officers  or  classes  of  officers; 

(c)  in  respect  of  certain  matters  or  classes  of  matters;  or 

(d)  in  respect  of  any  combination  of  such  sections,  powers,  functions,  officers  or 
matters. 

(Added  by  PS(D)(A)R  2002  s.3) 
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PART  II 

CATEGORY  A  OFFICERS 


3.  Disciplinary  procedures  applicable  to  Category  A  Officers 

This  Part  applies  to  Category  A  Officers  only. 


4.  (Repealed  by  PS(D)(A)R  2000  s.4) 


5.  Inquiry  under  section  9  of  the  Order 

(1)  An  inquiry  ordered  by  the  Chief  Executive  for  the  purpose  of  section  9  of  the 
Order  shall  be  conducted  by  an  inquiry  officer  appointed  by  the  Chief 
Executive. 

(2)  An  inquiry  officer  appointed  pursuant  to  subsection  (1)  shall  be  a  public 
servant  who  is  senior  to  the  officer  who  is  the  subject  of  the  inquiry. 

(Amended  by  PS(D)(A)R  2000  s.5) 


6.  Inquiry  under  section  10  of  the  Order 

(1)  An  inquiry  ordered  by  the  Chief  Executive  for  the  purpose  of  section  10  of  the 
Order  shall  be  conducted  by  an  inquiry  committee  appointed  by  the  Chief 
Executive. 

(2)  An  inquiry  committee  appointed  pursuant  to  subsection  (1)  shall  consist  of  2  or 
more  public  servants  who  are  senior  to  the  officer  who  is  the  subject  of  the 
inquiry. 


(Amended  by  PS(D)(A)R  2000  s.6) 


7.  Procedure  for  inquiry 

(1)  An  inquiry  ordered  by  the  Chief  Executive  for  the  purpose  of  section  9  or  10 
of  the  Order  shall  be  conducted— 

(a)  in  accordance  with  the  procedures  as  set  out  in  this  Regulation  and  the 
Schedule  and  any  directions  given  by  the  Chief  Executive  under 
section  21(3)  of  the  Order; 

(b)  where  the  procedures  in  this  Regulation  and  the  Schedule  cannot  be 
applied,  in  accordance  with  such  procedures  as  the  inquiry  officer  or 
the  inquiry  committee,  as  the  case  may  be,  shall  detennine. 
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(2)  The  inquiry  officer  or  inquiry  committee  shall,  on  the  completion  of  inquiry, 
make  a  report  to  the  Chief  Executive,  which  shall  contain— 

(a)  a  record  of  the  proceedings  in  written,  taped  or  video-taped  form; 

(b)  such  findings  of  fact  as  the  inquiry  officer  or  inquiry  committee  may 
consider  relevant;  and 

(c)  the  opinion  of  the  inquiry  officer  or  inquiry  committee  as  to  whether  or 
not  the  facts  amount  to  misconduct. 

(3)  For  the  avoidance  of  doubt,  the  Schedule  is  made  and  may  be  amended  by  the 
Chief  Executive  under  section  21(1)  of  the  Order. 

( Amended  by  PS(D)(A)R  2000  s.  7) 


Hearings 

(1)  The  inquiry  officer  or  the  chairman  of  an  inquiry  committee,  carrying  out  an 
inquiry  for  the  purpose  of  section  9  or  10  of  the  Order  shall,  by  written  notice 
to  the  officer— 

(a)  require  the  officer  to  appear  before  the  inquiry  officer  or  inquiry 
committee  at  the  time  and  place  specified  in  the  notice; 

(b)  require  the  officer  to  produce  at  the  time  and  place  specified  in  the 
notice  any  witnesses  and  other  evidence  whom  or  which  he  wishes  to 
present  in  his  defence;  and 

(c)  inform  the  officer  of  the  alleged  misconduct  in  respect  of  which  the 
inquiry  is  to  be  held. 

(2)  The  officer,  for  the  purpose  of  an  inquiry  under  section  9  or  10  of  the  Order, 
shall— 

(a)  be  entitled  to  know  the  whole  case  against  him; 

(b)  be  afforded  an  adequate  opportunity  of  making  his  defence,  either 
orally  or  in  writing,  as  he  may  prefer; 

(c)  be  given  an  adequate  opportunity  to  question  any  witnesses. 

(3)  The  officer  may  be  assisted  in  his  defence  by- 

fa)  another  public  servant,  other  than  a  legally  qualified  officer,  who  may 
be  a  representative  member  of  a  staff  association  represented  on  the 
Senior  Civil  Service  Council;  or 
(b)  such  other  person  as  the  Chief  Executive  may  authorize. 

(4)  The  inquiry  officer  or  inquiry  committee  may  enquire  into  any  matter  and 
admit  and  take  into  account  any  evidence  or  information  which  the  inquiry 
officer  or  inquiry  committee  considers  relevant,  and  shall  not  be  bound  by  any 
rules  of  evidence. 

(5)  The  enquiries  should  not  be  conducted  with  undue  formality  and  while  there  is 
no  standard  practice  which  would  be  applicable  to  every  case,  it  is  emphasised 
that  the  inquiry  officer  or  inquiry  committee  is  not  exercising  a  legal  function, 
but  rather  ascertaining  the  facts. 
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(6)  If  an  officer  under  inquiry  fails  to  attend  as  required  by  a  notice  issued  under 
subsection  (1),  and  at  such  other  subsequent  times  and  places  as  the  inquiry 
officer  or  inquiry  committee  may  require,  orally  or  in  writing,  the  inquiry  may 
continue  in  his  absence  and  the  provisions  of  subsection  (2)  shall  be  deemed 
to  have  been  complied  with. 

(7)  In  this  section,  "Senior  Civil  Service  Council"  ((hOdduybil  in'I’jalf'T)  means  the 
central  consultative  forum  consisting  of  representatives  from  the 
Administration  and  representatives  from  staff  associations  namely  the  Hong 
Kong  Chinese  Civil  Servants’  Association,  the  Senior  Non-Expatriate  Officers’ 
Association  and  the  Association  of  Expatriate  Civil  Servants  of  Hong  Kong. 

(Amended  by  PS(D)(A)R  2000  s.8) 


9.  Reference  back 

The  Chief  Executive  may,  after  considering  a  report  submitted  by  an  inquiry  officer 
or  inquiry  committee,  without  prejudice  to  his  power  to  inflict  punishment  under 
section  9  or  10  of  the  Order  - 

(a)  require  the  inquiry  officer  or  inquiry  committee  to  make  such  further 
inquiry  as  the  Chief  Executive  may  order;  or 

(b)  require  the  inquiry  officer  or  inquiry  committee  to  answer  such 
questions  or  ascertain  such  facts  as  the  Chief  Executive  may  require. 

(Amended  by  PS(D)(A)R  2000  s.9) 


10.  Change  of  proceedings  from  section  9  to  section  10  of  the  Order 

If  during  or  after  an  inquiry  for  the  purpose  of  section  9  of  the  Order,  the  Chief 
Executive  considers  that  proceedings  should  be  taken  under  section  10  of  the  Order, 
the  Chief  Executive  may  direct  that  the  inquiry  under  section  9  of  the  Order  should 
be  discontinued  and  that  proceedings  under  section  10  of  the  Order  should  be 
instituted. 

(Amended  by  PS(D)(A)R  2000  s.10) 
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PART  III 

CATEGORY  B  AND  OTHER  OFFICERS 


11.  Disciplinary  procedures  applicable  to  Category  B  Officers 

(1)  This  Part  applies  to  Category  B  Officers  only. 

(2)  Sections  12  to  14,  in  addition  to  applying  to  Category  B  Officers  also  apply  to 
other  public  servants. 

12.  Service  etc.  of  documents 

Any  notice  or  other  document  required  to  be  served  on  or  given  to  an  officer  in 
connection  with  any  inquiry  into  allegation  of  misconduct  may  be  served  or  given 
by  being— (Amended  by  PS(D)(A)R  2000  s.ll) 

(a)  given  to  him  personally; 

(b)  sent  by  registered  post  to  his  last  known  address;  or 

(c)  left  at  his  last  known  address. 


13.  Officers  charged  with  criminal  offences 

(1)  Subject  to  subsection  (4),  an  officer  against  whom  criminal  proceedings  are 
being  instituted  shall  forthwith  report  the  fact  to  the  Head  of  his  Department.  In 
the  case  of  an  officer  who  is  himself  the  Head  of  Department,  he  shall  report 
the  proceedings  to  the  Secretary.  (Amended  by  PS(D)(A)R  2009  s.2(l)) 

(2)  Subject  to  subsection  (4),  the  Head  of  Department  shall  forthwith  inform  the 
Secretary  of  the  institution  of  criminal  proceedings  against  any  officer  of  his 
department,  unless  the  offence,  in  his  opinion,  is  of  a  minor  nature  and  - 
(Amended  by  PS(D)(A)R  2009  s.2(2)) 

(a)  does  not  reflect  adversely  on  the  character  of  the  officer;  and 

(b)  is  not  likely  to  bring  the  public  service  into  disrepute, 

and  in  the  period  of  12  months  immediately  preceding  the  date  of  institution  of 
criminal  proceedings  the  officer  has  either  not  been  convicted  or  been  convicted 
once  only  of  a  similar  offence. 

(3)  The  Secretary  may,  with  the  prior  approval  of  the  Chief  Executive,  promulgate  - 

(a)  exemptions  from  the  application  of  this  section;  and 

(b)  any  alteration,  suspension,  resumption  or  cancellation  of  such  exemptions. 
(Added  by  PS(D)(A)R  2009  s.2(3)) 

(4)  If  an  exemption  promulgated  under  subsection  (3)(a)  is  in  force  in  respect  of  an 
officer,  subsections  (1)  and  (2)  shall  not,  to  the  extent  of  that  exemption,  apply 
in  relation  to  the  officer.  (Added  by  PS(D)(A)R  2009  s.2(3)) 
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14.  Salary  to  be  withheld  on  conviction 

(1)  Subject  to  subsection  (5),  the  salary  of  an  officer  who  is  convicted  of  a  criminal 
offence  shall  be  withheld  from  the  date  of  conviction  - 

(a)  if  the  officer  has  been  sentenced  to  imprisonment,  whether  or  not  he  lodges 
an  appeal;  or 

(b)  if,  in  the  opinion  of  the  Secretary  or  a  designated  person,  the  conviction 
may  lead  to  the  dismissal  of  the  officer.  (Amended  by  PS(D)(A)R  2002  s.4) 

(2)  An  officer's  Head  of  Department  shall  notify  the  Secretary  of  the  result  of  any 
criminal  proceedings  taken  against  the  officer. 

(3)  Subject  to  subsection  (5),  the  Director  of  Accounting  Services  shall  withhold  the 
salary  of  an  officer,  pending  further  consideration  of  the  officer's  case,  if  the 
Secretary  informs  him  - 

(a)  that  the  officer  has  been  sentenced  to  imprisonment;  or 

(b)  that  the  officer  has  been  convicted  of  a  criminal  offence  and  that  the 
conviction,  in  the  opinion  of  the  Secretary  or  a  designated  person,  may  lead 
to  dismissal  of  the  officer.  (Amended  by  PS(D)(A)R  2002  s.4) 

(4)  An  officer  whose  salary  has  been  withheld  under  this  section  shall  cease  to 
perform  any  duties  of  his  office. 

(5)  An  officer  whose  salary  has  been  withheld  under  this  section  may  be  allowed  to 
receive  such  portion  of  his  salary  as  the  Secretary  or  a  designated  person  shall 
think  fit.  (Amended  by  PS(D)(A)R  2002  s.4) 


15.  Disciplinary  proceedings 

(1)  An  officer  to  whom  this  section  applies  shall,  with  regard  to  disciplinary 
proceedings  and  matters  connected  therewith,  be  dealt  with  - 

(a)  in  accordance  with  the  terms  of  any  contract  between  the  officer  and  the 
Government;  and 

(b)  insofar  as  the  terms  of  such  a  contract  do  not  so  provide,  in  accordance 
with  sections  7  to  18  of  the  Order  and  any  regulations  made  by  the  Chief 
Executive  in  relation  to  such  proceedings  and  matters. 

(2)  The  Secretary  may,  either  generally  or  as  regards  the  particular  case,  modify  the 
sections  and  regulations  referred  in  subsection  (1  )(b). 


16.  Punishment 

(1)  Where  the  substantive  salary  of  any  officer  to  whom  this  section  applies  is  - 

(a)  if  he  is  paid  on  the  Directorate  Pay  Scale,  at  or  above  point  D1  on  that 
scale;  or 
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(b)  in  any  other  case,  equal  to  or  more  than  the  amount  pertaining  to  point  D1 
on  the  Directorate  Pay  Scale, 

then  in  respect  of  the  officer  - 

(c)  the  Secretary  may  impose  any  punishment;  and 

(d)  a  designated  person  may  impose  any  punishment  other  than  dismissal. 
(Amended  by  P(D)(A)R  2002  s.5(a)) 

(2)  In  respect  of  any  officer  to  whom  this  section  applies  whose  substantive  salary 
is  - 

(a)  if  he  is  paid  on  the  Master  Pay  Scale,  at  or  above  point  34  on  that  scale;  or 

(b)  in  any  other  case,  equal  to  or  more  than  the  amount  pertaining  to  point  34 
on  the  Master  Pay  Scale  but  less  than  the  amount  pertaining  to  point  D1  on 
the  Directorate  Pay  Scale, 

the  Secretary  or  a  designated  person  may  impose  any  punishment.  (Amended 
by  PS(D)(A)R  2002  s.5(a)) 

(2A)  Where  the  substantive  salary  of  any  officer  to  whom  this  section  applies  is  - 

(a)  if  he  is  paid  on  the  Master  Pay  Scale,  at  or  above  point  14,  but  below  point 
34,  on  that  scale;  or 

(b)  in  any  other  case,  equal  to  or  more  than  the  amount  pertaining  to  point  14, 
but  less  than  the  amount  pertaining  to  point  34,  on  the  Master  Pay  Scale, 

then  in  respect  of  the  officer  - 

(c)  the  Secretary  or  a  designated  person  may  impose  the  punishment  of 
dismissal;  and 

(d)  the  Head  of  Department  of  the  officer  may  impose  any  punishment  other 
than  dismissal.  (Added  by  P(D)(A)R  2002  s.5(a)) 

(2B)  In  respect  of  any  officer  to  whom  this  section  applies  whose  substantive  salary 
is  - 

(a)  if  he  is  paid  on  the  Master  Pay  Scale,  below  point  14  on  that  scale;  or 

(b)  in  any  other  case,  less  than  the  amount  pertaining  to  point  14  on  the  Master 
Pay  Scale, 

the  Head  of  Department  of  the  officer  may  impose  any  punishment.";  (Added 
by  P(D)(A)R  2002  s.5(a)) 

(3)  The  powers  conferred  on  a  Head  of  Department  in  subsections  (2A)(d)  and  (2B) 
may  not  be  delegated  without  the  approval  in  writing  of  the  Secretary  or  a 
designated  person.  (Amended  by  PS(D)(A)R  2002  s.5(b)) 

(4)  (Repealed  by  PS(D)(A)R  2002  s.5(c)) 
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17.  Fines  for  minor  offences  committed  by  officers  remunerated  on  the  MOD  I  Pay 
Scale 


(1)  In  addition  to  the  powers  conferred  by  section  16,  a  Head  of  Department  may 
without  fonnal  inquiry  impose  fines,  for  the  following  minor  offences,  on  officers 
remunerated  on  the  MOD  I  Pay  Scale  -  (Amended  by  PS(D)(A)R  2000  s.12) 


Offence 


Maximum  fine 


Unpunctuality 


An  amount  equivalent  to  half-day's  salary 


Absence  without  An  amount  equivalent  to  the  salary 

reasonable  excuse  normally  due  for  the  time  of  absence,  not 

exceeding  a  total  equivalent  to  two  days' 
salary  at  any  one  time 


(2)  If  the  amount  of  a  fine  imposed  on  an  officer  is  not  paid  within  1  month  from  the 
date  upon  which  a  demand  note  for  the  amount  is  issued,  the  Head  of 
Department  may  authorize  its  deduction  from  the  officer's  salary  or  from  any 
other  sums  due  from  the  Government  to  him  or  his  estate. 


(3)  A  Head  of  Department  may  delegate  in  writing  the  powers  conferred  by 
subsections  (1)  and  (2)  to  such  officers  as  may  be  approved  by  the  Secretary  or  a 
designated  person.  (Amended  by  PS(D)(A)R  2002  s.6) 


18.  Absence  without  leave;  liability  to  dismissal 

(1)  If  an  officer  to  whom  this  section  applies  - 

(a)  is  absent  from  duty  without  reasonable  cause; 

(b)  wilfully  refuses  to  perform  his  duty;  or 

(c)  wilfully  omits  to  perfonn  his  duty, 

in  such  circumstances  that  the  Secretary  is  satisfied  that  the  officer  has  or  has 
effectively  vacated  his  post  without  permission,  whether  permanently  or 
temporarily,  the  officer  may  be  summarily  dismissed  by  the  Secretary  with 
effect  from  the  date  of  the  beginning  of  his  absence  or  of  his  wilful  refusal  or 
omission. 

(2)  In  the  case  of  an  officer  to  whom  this  section  applies  whose  substantive  salary 
is  - 

(a)  if  he  is  paid  on  the  Master  Pay  Scale,  at  or  above  point  34  on  that  scale;  or 

(b)  in  any  other  case,  equal  to  or  more  than  the  amount  pertaining  to  point  34 
on  the  Master  Pay  Scale  but  less  than  the  amount  pertaining  to  point  D1  on 
the  Directorate  Pay  Scale, 

the  powers  conferred  on  the  Secretary  by  subsection  (1)  may  be  exercised  by  a 
designated  person.  (Amended  by  PS(D)(A)R  2002  s.  7(a)) 
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(2A)  In  the  case  of  an  officer  to  whom  this  section  applies  whose  substantive  salary 
is  - 

(a)  if  he  is  paid  on  the  Master  Pay  Scale,  below  point  34  on  that  scale;  or 

(b)  in  any  other  case,  less  than  the  amount  pertaining  to  point  34  on  the  Master 
Pay  Scale, 

the  powers  conferred  on  the  Secretary  by  subsection  (1)  may  be  exercised  by 
the  Head  of  Department  of  the  officer.  (Added  by  PS(D)(A)R  2002  s.  7(a)) 

(3)  The  powers  conferred  on  a  Head  of  Department  in  subsection  (2A)  may  not  be 
delegated  without  the  approval  in  writing  of  the  Secretary  or  a  designated  person. 
(Amended  by  PS(D)(A)R  2002  s.  7(b)) 


19.  Certain  officers  excluded  from  the  application  of  this  Part 

This  Part  does  not  apply  to  officers  belonging  to  any  bureau  or  department  of  the 
Government  of  HKSAR  whose  conduct  is  governed  by  any  Ordinance. 


PART  IV 

MISCELLANEOUS 


20.  Provisions  transitional  to  the  enactment  of  the  Public  Service  (Disciplinary) 
(Amendment)  Regulation  2000 

(1)  To  avoid  doubt,  it  is  declared  that  this  Regulation  as  amended  applies  in  relation 
to  an  investigation  begun  and  conducted  in  accordance  with  this  Regulation  as 
applying  before  amendment  and  which  has  not  been  completed  before  the 
commencement  date,  as  it  applies  in  relation  to  an  inquiry  begun  and  conducted 
on  or  after  the  commencement  date  in  accordance  with  this  Regulation  as 
amended,  and,  accordingly,  on  and  after  the  commencement  date  - 

(a)  such  an  investigation  or  anything  done  in  relation  to  such  an  investigation 
shall  be  deemed  to  be  an  inquiry  or  done  in  relation  to  an  inquiry,  as  the 
case  may  be,  begun  and  conducted  in  accordance  with  this  Regulation  as 
amended;  and 

(b)  the  investigating  officer  or  investigating  committee  appointed  to  conduct 
such  an  investigation  under  this  Regulation  as  applying  before  amendment 
shall  be  deemed  to  be  the  inquiry  officer  or  inquiry  committee,  as  the  case 
may  be,  appointed  under  this  Regulation  as  amended. 

(2)  In  this  section  - 

"commencement  date"  )  means  the  date  on  which  the  Public  Service 

(Disciplinary)  (Amendment)  Regulation  2000  comes  into  operation; 
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"Regulation  as  amended"  (  { fr.fflA ))  )  means  this  Regulation  as  it 
applies  on  or  after  the  commencement  date; 

"Regulation  as  applying  before  amendment"  (  )  means  this 

Regulation  as  it  applied  immediately  before  the  commencement  date. 

(Added  by  PS(D)(A)R  2000  s.13) 
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SCHEDULE  [S.7] 

PART  A 

INQUIRIES  UNDER  SECTION  9  OF  THE  ORDER 

I 

Preliminary 


1 .  The  officer  alleged  to  have  been  guilty  of  misconduct  ("the  officer")  shall  be  given- 
fa)  a  copy  of  Part  A  of  this  Schedule;  and 

(b)  a  copy  of  any  document  which  it  is  proposed  to  put  in  evidence  to  support  the 
charge. 

2.  No  document  shall  be  put  in  evidence  against  the  officer  unless  a  copy  has  been 
given  to  him  or  he  has  had  access  to  it. 


II 

Procedure 


The  following  procedure  shall  be  followed— 

3.  The  inquiry  officer  records— 

(a)  the  attendance  of  any  officer  appointed  by  the  Secretary  or  a  designated  person 
to  assist  the  inquiry  officer  ("the  assisting  officer");  (Amended  by  PS(D)(A)R 
2002  s.8(a)) 

(b)  the  attendance  of— 

(i)  a  public  servant  who  is  not  a  legally  qualified  officer;  or 

(ii)  other  person  authorized  by  the  Chief  Executive, 

to  assist  the  officer  in  his  defence  ("the  friend  of  the  officer").  (Amended  by 
PS(D)(A)R  2000  s.  14) 

4.  The  inquiry  officer  reads  the  charge.  (Amended  by  PS(D)(A)R  2000  s.14) 

5.  The  officer  is  informed— 

(a)  that  he  may  admit  or  deny  the  whole  or  part  of  any  charge; 

(b)  that  he  or  the  friend  of  the  officer  will  have  an  opportunity  of  questioning  any 
witness; 

(c)  that  he  may  make  an  oral  or  written  statement  and  call  witnesses; 

(d)  that  he  or  the  friend  of  the  officer  will  have  an  opportunity  to  address  the 
inquiry  officer  at  the  end  of  the  proceedings.  (Amended  by  PS(D)(A)R  2000  s.14) 
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6.  Without  prejudice  to  the  power  of  the  inquiry  officer  to  ask  questions  at  any  time 
during  the  inquiry,  the  inquiry  officer  may,  after  the  officer  has  been  informed  of  the 
matters  referred  to  in  paragraph  5,  ask  the  officer  whether  he  admits  particular  facts 
(for  example,  that  he  was  a  public  servant  at  the  material  time,  that  photographs  or 
other  documents  are  accurate).  Any  such  admission  shall  be  recorded  by  the  inquiry 
officer.  (Amended  by  PS(D)(A)R  2000  s.14) 

7.  The  witnesses  against  the  officer  are  called  by  the  assisting  officer  and  they  are 
questioned  by  the  assisting  officer  and  the  officer  or  the  friend  of  the  officer,  and 
further  questioned  by  the  assisting  officer. 

8.  The  evidence  of  any  witness  may,  at  the  discretion  of  the  inquiry  officer,  be  taken  by 
showing  the  witness  a  statement  made  by  him,  asking  him  whether  it  is  correct  and 
whether  he  wishes  to  alter  any  part  of  it  or  add  to  it.  The  statement  shall  then  be 
admitted  in  evidence  and  any  corrections  noted  on  it  by  the  inquiry  officer.  The 
witness  may  then  be  questioned  by  the  officer,  or  the  friend  of  the  officer,  and 
thereafter  further  questioned  by  the  assisting  officer.  (Amended  by  PS(D)(A)R  2000 
s.14) 

9.  At  the  conclusion  of  the  evidence  in  support  of  the  charge,  the  officer  is  asked  by  the 
inquiry  officer  if  he  wishes  to  make  an  oral  or  written  statement  in  his  defence.  Any 
oral  statement  so  made  shall  be  recorded  by  the  inquiry  officer.  The  officer  may  then 
be  questioned  by  the  assisting  officer.  (Amended  by  PS(D)(A)R  2000  s.14) 

10.  The  witnesses  for  the  officer  are  called  by  the  officer  and  they  are  questioned  by  the 
officer  or  the  friend  of  the  officer  and  the  assisting  officer,  and  further  questioned  by 
the  officer  or  the  friend  of  the  officer. 

11.  At  the  conclusion  of  the  evidence— 

(a)  the  assisting  officer  may  address  the  inquiry  officer  if  the  inquiry  officer  so 
requests;  and 

(b)  the  officer  or  the  friend  of  the  officer  shall  have  the  right  to  address  the  inquiry 
officer  orally  or  in  writing.  (Amended  by  PS(D)(A)R  2000  s.14) 

12.  Thereafter  the  inquiry  officer  prepares  the  report  to  be  submitted  to  the  Chief 
Executive.  The  inquiry  officer  may  add  to  his  report  recommendations  regarding 
departmental  procedures  if  he  considers  such  recommendations  to  be  warranted. 
(Amended  by  PS(D)(A)R  2000  s.14) 


III 

Miscellaneous 


13.  The  evidence  of  witnesses  shall  not  be  taken  on  oath. 
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14.  It  is  the  function  of  the  inquiry  officer  to  examine  the  charge  and  all  the 
circumstances  surrounding  it  thoroughly.  For  this  purpose  the  inquiry  officer  shall 
put  such  questions  as  he  may  think  lit  to  the  officer,  any  witness  or  the  assisting 
officer.  (Amended  by  PS(D)(A)R  2000  s.14) 

15.  The  inquiry  officer  may— 

(a)  call  such  witnesses,  and 

(b)  require  the  production  of  such  documents, 

as  he  thinks  fit.  (Amended  by  PS(D)(A)R  2000  s.14) 

16.  The  inquiry  officer  shall  make  a  record  of  the  proceedings  which  may  be  in  written, 
taped  or  video-taped  form  and  include  it  as  part  of  the  report  which  he  is  required  to 
submit  to  the  Chief  Executive  under  this  Regulation.  (Amended  by  PS(D)(A)R  2000 
s.14) 

17.  The  inquiry  officer  shall  ensure  that  any  evidence  given  in  a  language  which  the 
officer  does  not  understand  is  interpreted  to  him.  The  inquiry  officer  may  record 
evidence  in  the  language  in  which  it  is  given  or  may  record  it  in  English  or  Chinese 
and  shall  certify  it  to  be  correct.  (Amended  by  PS(D)(A)R  2000  s.14) 

18.  If  during  the  inquiry,  further  grounds  of  misconduct  are  disclosed,  the  inquiry  officer 
shall  adjourn  the  proceedings  and  refer  them  to  the  Chief  Executive.  If  the  Chief 
Executive  decides  that  an  inquiry  into  these  grounds  shall  be  carried  out  by  the 
inquiry  officer,  the  officer  shall  be  furnished  with  a  written  statement  of  the  grounds 
and  the  procedure  outlined  in  the  foregoing  paragraphs  shall  apply  with  such 
modifications  as  are  necessary.  (Amended  by  PS(D)(A)R  2000  s.14) 

19.  The  inquiry  officer  may— 

(a)  on  his  own  motion;  or 

(b)  at  the  request  of  the  officer  if  the  inquiry  officer  considers  it  reasonable, 

adjourn  the  inquiry  for  such  period  as  he  thinks  fit.  (Amended  by  PS(D)(A)R  2000 
s.14) 

20.  The  report  of  the  inquiry  officer  shall  be  sent  to  the  Secretary  or  a  designated  person 
who  shall  arrange  for  a  copy  of  the  report  to  be  sent  to  the  officer.  (Amended  bv 
PS(D)(A)R  2002  s.8(a)) 
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PART  B 

INQUIRIES  UNDER  SECTION  10  OF  THE  ORDER 

I 

Preliminary 

1 .  The  officer  alleged  to  have  been  guilty  of  misconduct  ("the  officer")  shall  be  given— 

(a)  a  copy  of  Part  B  of  this  Schedule;  and 

(b)  a  copy  of  any  document  which  it  is  proposed  to  put  in  evidence  to  support  the 
charge. 

2.  No  document  shall  be  put  in  evidence  against  the  officer  unless  a  copy  thereof  has 
been  given  to  him  or  he  has  had  access  thereto. 

II 

Procedure 

The  following  procedure  shall  be  followed— 

3.  The  inquiry  committee  assembles  and  records— 

(a)  the  attendance  of  any  officer  appointed  by  the  Secretary  or  a  designated  person 
to  assist  the  inquiry  committee  ("the  assisting  officer");  (Amended  by 
PS(D)(A)R  2002  s.8(b)) 

(b)  the  attendance  of— 

(i)  a  public  servant  who  is  not  a  legally  qualified  officer;  or 

(ii)  other  person  authorized  by  the  Chief  Executive, 

to  assist  the  officer  in  his  defence  ("the  friend  of  the  officer").  (Amended  by 
PS(D)(A)R  2000  s.14) 

4.  The  Chairman  of  the  inquiry  committee  ("the  Chairman")  reads  the  charge. 
(Amended  by  PS(D)(A)R  2000  s.14) 

5.  The  officer  is  informed— 

(a)  that  he  may  admit  or  deny  the  whole  or  part  of  any  charge; 

(b)  that  he  or  the  friend  of  the  officer  will  have  an  opportunity  of  questioning  any 
witness; 

(c)  that  he  may  make  an  oral  or  written  statement  and  call  witnesses; 

(d)  that  he  or  the  friend  of  the  officer  will  have  an  opportunity  to  address  the 
inquiry  committee  orally  or  in  writing  at  the  end  of  the  proceedings.  (Amended 
by  PS(D)(A)R  2000  s.14) 
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6.  Without  prejudice  to  the  power  of  the  inquiry  committee  to  ask  questions  at  any  time 
during  the  inquiry,  the  Chairman  may,  after  the  officer  has  been  informed  of  the 
matters  referred  to  in  paragraph  5,  ask  the  officer  whether  he  admits  particular  facts 
(for  example,  that  he  was  a  public  servant  at  the  material  time,  that  photographs  or 
other  documents  are  accurate).  Any  such  admission  shall  be  recorded  by  the 
Chairman.  (Amended  by  PS(D)(A)R  2000  s.14) 

7.  The  witnesses  against  the  officer  are  called  by  the  assisting  officer  and  they  are 
questioned  by  the  assisting  officer  and  the  officer  or  the  friend  of  the  officer,  and 
further  questioned  by  the  assisting  officer. 

8.  The  evidence  of  any  witness  may,  at  the  discretion  of  the  Chairman,  be  taken  by 
showing  the  witness  a  statement  made  by  him,  asking  him  whether  it  is  correct  and 
whether  he  wishes  to  alter  any  part  of  it  or  add  to  it.  The  statement  shall  then  be 
admitted  in  evidence  and  any  corrections  noted  on  it  by  the  Chairman.  The  witness 
may  then  be  questioned  by  the  officer  or  the  friend  of  the  officer,  and  thereafter 
further  questioned  by  the  assisting  officer. 

9.  At  the  conclusion  of  the  evidence  in  support  of  the  charge,  the  officer  is  asked  by  the 
Chairman  if  he  wishes  to  make  an  oral  or  written  statement  in  his  defence.  Any  oral 
statement  so  made  shall  be  recorded  by  the  Chairman.  The  officer  may  then  be 
questioned  by  the  assisting  officer. 

10.  The  witnesses  for  the  officer  are  called  by  the  officer  and  they  are  questioned  by  the 
officer  or  the  friend  of  the  officer  and  the  assisting  officer,  and  further  questioned  by 
the  officer  or  the  friend  of  the  officer. 

11.  At  the  conclusion  of  the  evidence— 

(a)  the  assisting  officer  may  address  the  inquiry  committee  if  the  inquiry  committee 
so  requests;  and 

(b)  the  officer  or  the  friend  of  the  officer  shall  have  the  right  to  address  the  inquiry 
committee  orally  or  in  writing.  (Amended  by  PS(D)(A)R  2000  s.14) 

12.  Thereafter  the  inquiry  committee  prepares  the  report  to  be  submitted  to  the  Chief 
Executive.  The  report  is  signed  by  the  Chairman  and  each  member  of  the  inquiry 
committee.  If  there  is  a  difference  of  opinion,  the  Chairman  and  each  member  shall 
furnish  separate  reports.  The  inquiry  committee  may  add  to  its  report  or  reports 
recommendations  regarding  departmental  procedures  if  it  considers  such 
recommendations  to  be  warranted.  (Amended  by  PS(D)(A)R  2000  s.14) 
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III 

Miscellaneous 


13.  The  evidence  of  witnesses  shall  not  be  taken  on  oath. 

14.  It  is  the  function  of  the  inquiry  committee  to  examine  the  charge  and  all  the 
circumstances  surrounding  it  thoroughly.  For  this  purpose  the  Chairman  and  the 
member  of  the  inquiry  committee  shall  put  such  questions  as  they  may  think  fit  to  the 
officer,  any  witness  or  the  assisting  officer.  (Amended  by  PS(D)(A)R  2000  s.  14) 

15.  The  inquiry  committee  may—  (Amended  by  PS(D)(A)R  2000  s.14) 

(a)  call  such  witnesses;  and 

(b)  require  the  production  of  such  documents, 
as  it  thinks  fit. 

16.  The  inquiry  committee  shall  make  a  record  of  the  proceedings  which  may  be  in 
written,  taped  or  video-taped  fonn  and  include  it  as  part  of  the  report  or  reports 
which  it  is  required  to  submit  to  the  Chief  Executive  under  this  Regulation. 
(Amended  by  PS(D)(A)R  2000  s.14) 

17.  The  inquiry  committee  shall  ensure  that  any  evidence  given  in  a  language  which  the 
officer  does  not  understand  is  interpreted  to  him.  The  inquiry  committee  may  record 
evidence  in  the  language  in  which  it  is  given  or  may  record  it  in  English  or  Chinese 
and  shall  certify  it  to  be  correct.  (Amended  by  PS(D)(A)R  2000  s.14) 

18.  If  during  the  inquiry  further  grounds  of  misconduct  are  disclosed,  the  inquiry 
committee  shall  adjourn  the  proceedings  and  refer  them  to  the  Chief  Executive.  If  the 
Chief  Executive  decides  that  an  inquiry  into  these  grounds  shall  be  carried  out  by  the 
inquiry  committee,  the  officer  shall  be  furnished  with  a  written  statement  of  the 
grounds  and  the  procedure  outlined  in  the  foregoing  paragraphs  shall  apply  with  such 
modifications  as  are  necessary.  (Amended  by  PS(D)(A)R  2000  s.14) 

19.  The  inquiry  committee  may— 

(a)  on  its  own  motion;  or 

(b)  at  the  request  of  the  officer  if  the  inquiry  committee  considers  it  reasonable, 
adjourn  the  inquiry  for  such  period  as  it  thinks  fit.  (Amended  by  PS(D)(A)R  2000  s.14) 

20.  The  report  or  reports  of  the  inquiry  committee  shall  be  sent  by  the  Chairman  to  the 
Secretary  or  a  designated  person  who  shall  arrange  for  a  copy  of  the  report  or  reports 
to  be  sent  to  the  officer.  (Amended  by  PS(D)(A)R  2002  s.8(b)) 
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Explanatory  Note 

Public  Service  (Disciplinary) (Amendment)  Regulation  2000 


1 .  The  Public  Service  (Disciplinary)  Regulation  (“Principal  Regulation”)  has 
been  amended  by  the  Public  Service  (Disciplinary)  (Amendment)  Regulation  2000 
(“Amendment  Regulation”).  The  amendments  will  come  into  operation  on  17  April  2000. 

2.  For  ease  of  reference,  editorial  notes  setting  out  the  sources  of  amendments 
have  been  inserted  to  the  provisions  of  the  revised  Principal  Regulation  where 
amendments  have  been  made.  These  notes  are  in  italic. 


3.  The  major  amendments  introduced  by  the  Amendment  Regulation  are  as 

follows. 


(a)  Section  4  of  the  Principal  Regulation  is  repealed.  Under  that  section, 
officers  are  called  upon  to  make  representations  to  exculpate  themselves 
before  formal  investigations. 

(b)  Paragraph  16  of  Part  A  and  B  of  the  Schedule  and  section  7  of  the 
Principal  Regulation  are  amended  so  that  record  of  proceedings  of 
investigations  may  be  kept  in  written,  tape  or  video-taped  fonn. 

(c)  Transitional  provisions  are  inserted  to  provide  for  transitional 
arrangements  relating  to  the  making  of  the  Amendment  Regulation. 

(d)  All  references  to  “investigation”,  “investigating  officer”  and  “investigating 
committee”  in  the  Principal  Regulation  are  replaced  with  “inquiry”, 
“inquiry  officer”  and  “inquiry  committee”  respectively. 
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Explanatory  Note 

Public  Service  (Disciplinary)  (Amendment)  Regulation  2002 


1.  The  Public  Service  (Disciplinary)  (Amendment)  Regulation  2002  amends 

the  Public  Service  (Disciplinary)  Regulation  (as  amended  by  the  Public  Service 
(Disciplinary)  (Amendment)  Regulation  2000)  so  that  certain  disciplinary  powers  and 
functions  may  be  exercised  by  an  officer  appointed  by  the  Chief  Executive  or  exercised 
by  Heads  of  Departments  in  relation  to  certain  classes  of  officers.  The  powers  and 
functions  relate  to  - 


2. 


(a)  the  withholding  of  salary  of  an  officer  on  his  criminal  conviction; 

(b)  the  imposition  of  punishment; 

(c)  the  approval  of  delegation  of  powers  by  a  Head  of  Department; 

(d)  the  summary  dismissal  of  an  officer  for  his  absence  without  leave;  and 

(e)  the  appointment  of  an  officer  to  assist  in  an  inquiry  and  the  receipt  of  a 
report  on  an  inquiry. 

The  amendments  will  come  into  operation  on  1  November  2002. 
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Explanatory  Note 

Public  Service  (Disciplinary)  (Amendment)  Regulation  2006 


This  Regulation  amends  the  Public  Service  (Disciplinary)  Regulation  (as 
amended  by  the  Public  Service  (Disciplinary)  (Amendment)  Regulation  2000  and 
further  amended  by  the  Public  Service  (Disciplinary)  Regulation  2002)  to  remove  the 
provision  for  fines  imposable  for  “Other  minor  disciplinary  offences”  upon  officers 
remunerated  on  the  Model  Scale  1  in  the  Civil  Service  Pay  Scales. 


Amendment  No.  69/2006 
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Explanatory  Note 

Public  Service  (Disciplinary)  (Amendment)  Regulation  2009 


Section  13  of  the  Public  Service  (Disciplinary)  Regulation  provides  for 
the  reporting  of  institution  of  criminal  proceedings  against  an  officer. 

2.  The  Public  Service  (Disciplinary)  (Amendment)  Regulation  2009  amends 

that  section  so  that  the  Secretary  for  the  Civil  Service  may  promulgate,  with  the  prior 
approval  of  the  Chief  Executive,  exemptions  from  the  requirements  under  that  section 
and  any  alteration,  suspension,  resumption  or  cancellation  of  such  exemptions. 


Amendment  No.  3/2009 
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PREVENTION  OF  BRIBERY  ORDINANCE 
(Chapter  201,  Laws  of  Hong  Kong) 
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Soliciting  or 
accepting  an 
advantage 

Bribery 


PREVENTION  OF  BRIBERY  ORDINANCE 
(Chapter  201,  Laws  of  Hong  Kong) 

Extract  of  sections  3,  4  and  10 


3.  Any  prescribed  officer  who,  without  the  general  or  special 

pennission  of  the  Chief  Executive,  solicits  or  accepts  any  advantage  shall 
be  guilty  of  an  offence. 


4.  (1)  Any  person  who,  whether  in  Hong  Kong  or  elsewhere, 

without  lawful  authority  or  reasonable  excuse,  offers  any  advantage  to  a 
public  servant  as  an  inducement  to  or  reward  for  or  otherwise  on  account 
of  that  public  servant’s  - 

(a)  performing  or  abstaining  from  perfonning,  or  having 
performed  or  abstained  from  perfonning,  any  act  in  his 
capacity  as  a  public  servant; 

(b)  expediting,  delaying,  hindering  or  preventing,  or  having 
expedited,  delayed,  hindered  or  prevented,  the 
performance  of  an  act,  whether  by  that  public  servant  or 
by  any  other  public  servant  in  his  or  that  other  public 
servant’s  capacity  as  a  public  servant;  or 

(c)  assisting,  favouring,  hindering  or  delaying,  or  having 
assisted,  favoured,  hindered  or  delayed,  any  person  in 
the  transaction  of  any  business  with  a  public  body, 

shall  be  guilty  of  an  offence. 


(2)  Any  public  servant  who,  whether  in  Hong  Kong  or  elsewhere, 
without  lawful  authority  or  reasonable  excuse,  solicits  or  accepts  any 
advantage  as  an  inducement  to  or  reward  for  or  otherwise  on  account  of 
his  - 


(a)  perfonning  or  abstaining  from  performing,  or  having 
performed  or  abstained  from  perfonning,  any  act  in  his 
capacity  as  a  public  servant; 

(b)  expediting,  delaying,  hindering  or  preventing,  or  having 
expedited,  delayed,  hindered  or  prevented,  the 
performance  of  an  act,  whether  by  himself  or  by  any 
other  public  servant  in  his  or  that  other  public  servant's 
capacity  as  a  public  servant;  or 
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Possession  of 

unexplained 

property 


(c)  assisting,  favouring,  hindering  or  delaying,  or  having 
assisted,  favoured,  hindered  or  delayed,  any  person  in 
the  transaction  of  any  business  with  a  public  body, 

shall  be  guilty  of  an  offence. 


(3)  If  a  public  servant  other  than  a  prescribed  officer  solicits  or 
accepts  an  advantage  with  the  permission  of  the  public  body  of  which  he 
is  an  employee  being  pennission  which  complies  with  subsection  (4), 
neither  he  nor  the  person  who  offered  the  advantage  shall  be  guilty  of  an 
offence  under  this  section. 


(4)  For  the  purposes  of  subsection  (3)  pennission  shall  be  in 
writing  and  - 

(a)  be  given  before  the  advantage  is  offered,  solicited  or 
accepted;  or 

(b)  in  any  case  where  an  advantage  has  been  offered  or 
accepted  without  prior  permission,  be  applied  for  and 
given  as  soon  as  reasonably  possible  after  such  offer  or 
acceptance, 

and  for  such  permission  to  be  effective  for  the  purposes  of  subsection  (3), 
the  public  body  shall,  before  giving  such  permission,  have  regard  to  the 
circumstances  in  which  it  is  sought. 


X  X  X  X  X  X 


10.  (1)  Any  person  who,  being  or  having  been  a  prescribed  officer - 

(a)  maintains  a  standard  of  living  above  that  which  is 

commensurate  with  his  present  or  past  official 

emoluments;  or 

(b)  is  in  control  of  pecuniary  resources  or  property 

disproportionate  to  his  present  or  past  official 

emoluments, 

shall,  unless  he  gives  a  satisfactory  explanation  to  the  court  as  to  how  he 
was  able  to  maintain  such  a  standard  of  living  or  how  such  pecuniary 
resources  or  property  came  under  his  control,  be  guilty  of  an  offence. 
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(2)  Where  a  court  is  satisfied  in  proceedings  for  an  offence  under 
subsection  (l)(b)  that,  having  regard  to  the  closeness  of  his  relationship  to 
the  accused  and  to  other  circumstances,  there  is  reason  to  believe  that  any 
person  was  holding  pecuniary  resources  or  property  in  trust  for  or 
otherwise  on  behalf  of  the  accused  or  acquired  such  resources  or  property 
as  a  gift  from  the  accused,  such  resources  or  property  shall,  in  the  absence 
of  evidence  to  the  contrary,  be  presumed  to  have  been  in  the  control  of  the 
accused. 


(3)-(4)  (Repealed) 


(5)  In  this  section,  "official  emoluments"  includes 

a  pension  or  gratuity  payable  under  the  Pensions  Ordinance  (Cap  89),  the 
Pension  Benefits  Ordinance  (Cap  99)  or  the  Pension  Benefits  (Judicial 
Officers)  Ordinance  (Cap  401). 


Amendment  No.  4(d)/2004 
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PREVENTION  OF  BRIBERY  ORDINANCE 

(Chapter  201,  Laws  of  Hong  Kong) 

ACCEPTANCE  OF  ADVANTAGES  (CHIEF  EXECUTIVE’S  PERMISSION) 

NOTICE  2010 

Given  by  the  Chief  Executive  for  the  purposes  of 
section  3  of  the  Prevention  of  Bribery  Ordinance 


[Commencement :  9  April  2010] 

Interpretation  1 .  In  this  notice,  unless  the  context  otherwise  requires,  “approving 

authority”  means 

(a)  in  relation  to  a  prescribed  officer  who  is  a  member  of  the 
Executive  Council  or  the  Chief  Justice  or  the  Director  of  the 
Chief  Executive’s  Office  or  the  Commissioner  of  the 
Independent  Commission  Against  Corruption  or  the  Director 
of  Audit  or  an  Under  Secretary  or  a  Political  Assistant,  the 
Chief  Executive; 

(b)  in  relation  to  a  prescribed  officer  who  is  the  Monetary 
Authority  appointed  under  section  5  A  of  the  Exchange  Fund 
Ordinance  (Chapter  66),  the  Financial  Secretary; 

(c)  in  relation  to  a  prescribed  officer  who  is  a  Permanent 
Secretary  or  the  Head  of  a  Department  or  holds  a  post  of 
equivalent  status  as  the  Head  of  a  Department  other  than 
those  in  (a)  and  (b)  above,  the  Secretary  for  the  Civil  Service; 

(d)  in  relation  to  a  prescribed  officer  who  is  a  judicial  officer 
other  than  the  Chief  Justice,  the  Chief  Justice; 

(e)  in  relation  to  any  other  prescribed  officer,  the  relevant 
Permanent  Secretary  of  the  Bureau  or  the  Head  of  the 
Department  or  a  person  who  holds  a  post  of  equivalent  status 
as  the  Head  of  a  Department  in  an  organisation  in  which  that 
prescribed  officer  is  employed  at  the  time  when  the 
advantage  is  offered  to  or  solicited  or  accepted  by  the 
prescribed  officer. 

“discount”  includes  vouchers  or  coupons  expressed  to  have  a  monetary 
value  in  exchange  for  which  goods  to  that  value  may  be  obtained  and 
also  includes  goods  so  obtained. 
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General  and 
special 
permission 
of  the  Chief 
Executive 


Advantages 
from  relations 

(a)  spouse  (including  a  concubine); 

(b)  any  person  with  whom  the  prescribed  officer  is  living  in 
a  regular  union  as  if  man  and  wife; 

(c)  fiance,  fiancee; 

(d)  parent,  step-parent,  lawful  guardian; 

(e)  spouse’s  parent,  spouse’s  step-parent,  spouse’s  lawful 
guardian; 

(f)  grandparent,  great-grandparent; 

(g)  child,  ward  of  court; 

(h)  spouse’s  child,  spouse’s  ward  of  court; 

(i)  grandchild; 

(j)  child’s  spouse; 

(k)  brother,  sister; 

(l)  spouse’s  brother,  spouse’s  sister; 


2.  For  the  purposes  of  section  3  of  the  Prevention  of  Bribery 
Ordinance  (Chapter  201),  by  this  notice  :- 

(a)  the  general  permission  of  the  Chief  Executive  is  given  to  all 
prescribed  officers  in  respect  of  any  advantage,  other  than 
gifts,  discounts,  loans  of  money  or  passages  not  permitted  by 
sections  3  to  7; 

(b)  the  special  permission  of  the  Chief  Executive  is  given  to  any 
prescribed  officer  in  respect  of  any  advantage  for  the 
solicitation  or  acceptance  of  which  that  prescribed  officer 
has  been  given  the  permission  of  the  approving  authority 
under  section  8  or  9. 

3.  (1)  A  prescribed  officer  is  permitted  to  solicit  or  accept  from  a 
relation  any  gift  (whether  of  money  or  otherwise),  any  discount,  any 
loan  of  money  or  any  air,  sea  or  overland  passage. 

(2)  In  sub-section  (1)  “relation”  means  :- 


Amendment  No.  17(c)/2010 


-  3  - 


(m)  half-brother,  half-sister; 

(n)  step-brother,  step-sister; 

(o)  brother’s  spouse,  sister’s  spouse; 

(p)  brother’s  child,  sister’s  child; 

(q)  parent’s  brother,  parent’s  sister; 

(r)  parent’s  brother’s  spouse,  parent’s  sister’s  spouse; 

(s)  parent’s  brother’s  child,  parent’s  sister’s  child. 

4.  (1)  Subject  to  sub-section  (2)  a  prescribed  officer  is  permitted  to 
solicit  or  accept  any  gift  (whether  of  money  or  otherwise),  any 
discount,  any  loan  of  money  or  any  air,  sea  or  overland  passage  given 
to  or  made  available  to  a  prescribed  officer  in  his  private  capacity  by  a 
tradesman,  firm,  company,  organisation  or  association  :- 

(a)  by  virtue  of  the  terms  on  which  the  prescribed  officer’s 
spouse,  parent  or  child,  is  employed;  or 

(b)  by  virtue  of  the  membership  of  any  organisation  or 
association  of  the  prescribed  officer  or  the  prescribed 
officer’s  spouse,  parent  or  child;  or 

(c)  by  virtue  of  the  prescribed  officer  or  the  prescribed 
officer’s  spouse,  parent  or  child  being  a  regular 
customer;  or 

(d)  in  the  course  of  normal  business. 

(2)  The  permission  given  under  sub-section  (1)  shall  only  apply 
where  :- 

(a)  the  advantage  is  equally  available  on  equal  terms  to 
persons  who  are  not  prescribed  officers;  and 

(b)  the  donor  of  the  advantage  has  no  official  dealings  with 
the  prescribed  officer. 

5.  (1)  Subject  to  sub-section  (2)  a  prescribed  officer  is  permitted 
to  :- 

(a)  solicit  or  accept  a  loan  of  money  from  a  close  personal 
friend  so  long  as  the  loan  does  not  exceed  $3,000  on  any 


Advantages 
from  close 
personal 
friends 


Advantages 

from 

tradesmen, 

etc. 
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one  occasion  and  is  repaid  within  30  days; 

(b)  accept,  but  not  solicit,  a  gift  or  gifts  (whether  of  money 
or  otherwise)  or  any  air,  sea  or  overland  passage  from  a 
close  personal  friend  given  on  an  occasion  such  as  the 
prescribed  officer’s  birthday,  wedding,  wedding 
anniversary,  engagement,  baptism,  retirement  or  on  any 
other  occasion  when  gifts  are  traditionally  given  or 
exchanged,  so  long  as  the  value  or  apparent  value  in 
total  of  the  gift,  gifts  and/or  passage  does  not  exceed 
$3,000  from  any  one  person  on  any  one  occasion; 

(c)  accept,  but  not  solicit,  a  gift  or  gifts  (whether  of  money 
or  otherwise)  or  any  air,  sea  or  overland  passage  from  a 
close  personal  friend  on  any  occasion  other  than  one 
referred  to  in  sub-sub-section  (b),  so  long  as  the  value  or 
apparent  value  in  total  of  the  gift,  gifts  and/or  passage 
does  not  exceed  $500  from  any  one  person  on  any  one 
occasion. 


(2)  The  permission  under  sub-section  (1)  shall  only  apply  so 
long  as  :- 

(a)  the  close  personal  friend  has  no  official  dealings  with 
the  department  or  organisation  in  which  the  prescribed 
officer  works; 

(b)  in  the  case  of  a  close  personal  friend  working  in  the 
same  department  or  organisation  as  the  prescribed 
officer,  the  close  personal  friend  is  not  subordinate  to 
the  prescribed  officer; 

(c)  in  the  case  of  a  gift  or  passage  to  which  sub-sub-section 
(b)  or  (c)  of  sub-section  (1)  applies,  the  prescribed 
officer  does  not  attend  the  occasion  on  which  the  gift  or 
passage  is  given  in  his  official  capacity  or  by  virtue  of 
the  official  position  he  holds  at  the  time  he  attends  the 
occasion. 


Advantages  6.  (1)  A  prescribed  officer  is  permitted  to  :- 

from  other 

persons  (a)  solicit  or  accept  a  loan  of  money  from  any  person  (not 

being  a  loan  to  which  section  4  or  5  applies)  so  long  as 
the  loan  does  not  exceed  $1,500  on  any  one  occasion 
and  is  repaid  within  30  days; 


(b)  accept,  but  not  solicit,  a  gift  or  gifts  (whether  of  money 
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or  otherwise)  or  any  air,  sea  or  overland  passage  from 
any  person  (not  being  a  gift  or  passage  to  which  section  4 
or  5  applies)  given  on  an  occasion  such  as  the  prescribed 
officer’s  birthday,  wedding,  wedding  anniversary, 
engagement,  baptism,  retirement  or  on  any  other 
occasion  when  gifts  are  traditionally  given  or  exchanged, 
so  long  as  the  value  or  apparent  value  in  total  of  the  gift, 
gifts  and/or  passage  does  not  exceed  $1,500  from  any 
one  person  on  any  one  occasion. 

(c)  accept,  but  not  solicit,  a  gift  or  gifts  (whether  of  money  or 
otherwise)  or  any  air,  sea  or  overland  passage  from  any 
person  (not  being  a  gift  or  passage  to  which  section  4  or  5 
applies)  on  any  occasion  other  than  one  referred  to  in 
sub-sub-section  (b),  so  long  as  the  value  or  apparent 
value  in  total  of  the  gift,  gifts  and/or  passage  does  not 
exceed  $250  from  any  one  person  on  any  one  occasion. 

(2)  The  permission  under  sub-section  (1)  shall  apply  so  long 

as  :- 


(a)  the  person  offering  the  loan,  gift  or  passage  has  no 
official  dealings  with  the  department  or  organisation  in 
which  the  prescribed  officer  works; 

(b)  in  the  case  of  such  a  person  working  in  the  same 
department  or  organisation  as  the  prescribed  officer,  that 
person  is  not  subordinate  to  the  prescribed  officer; 

(c)  in  the  case  of  a  gift  or  passage  to  which  sub-sub-section 
(b)  or  (c)  of  sub-section  (1)  applies,  the  prescribed  officer 
does  not  attend  the  occasion  on  which  the  gift  or  passage 
is  given  in  his  official  capacity  or  by  virtue  of  the  official 
position  he  holds  at  the  time  he  attends  the  occasion. 

7.  A  prescribed  officer  is  permitted  to  :- 

(a)  accept,  but  not  solicit,  a  gift  (other  than  a  gift  of  money)  or  an 
air,  sea  or  overland  passage  given  on  the  prescribed  officer’s 
retirement,  or  on  other  occasions,  which  the  prescribed 
officer  has  been  permitted  to  accept  under  any  Government 
regulations  or  permitted  to  accept  in  accordance  with  the 
prescribed  officer’s  terms  and  conditions  of  employment  or 
appointment; 

(b)  solicit  or  accept  any  gift  of  money  or  loan  of  money  or  other 
allowance  or  advance  made  or  given  out  of  any  Government 
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staff  welfare  fund  or  permitted  by  the  Government  under  any 
Government  regulations  or  permitted  in  accordance  with  the 
prescribed  officer’s  terms  and  conditions  of  employment  or 
appointment; 

(c)  solicit  or  accept  any  air,  sea  or  overland  passage  provided  in 
accordance  with  any  Government  regulations  or  provided  in 
accordance  with  the  prescribed  officer’s  terms  and 
conditions  of  employment  or  appointment. 

Permission  in 
respect  of 
advantages 
other  than 
passages 

seek  the  permission  of  the  approving  authority  to  accept  it. 

(b)  If  a  prescribed  officer  wishes  to  solicit  any  gift  (whether  of 
money  or  otherwise),  discount  or  loan  of  money  which  he 
does  not  have  permission  to  solicit  under  sections  3  to  7,  he 
must,  before  soliciting  the  gift,  discount  or  loan  of  money, 
seek  the  permission  of  the  approving  authority  to  solicit  it. 

(2)  In  the  case  of  gifts  other  than  money,  the  approving  authority 

may 

(a)  permit  the  prescribed  officer  to  solicit  or  accept  the  gift 
either  unconditionally  or  subject  to  such  conditions  as  the 
approving  authority  may  specify;  or 

(b)  refuse  him  permission  to  solicit  or  accept  the  gift  and,  if  the 
gift  is  already  in  his  possession, 

(i)  require  him  to  return  it  to  the  donor;  or 

(ii)  require  the  gift  to  be  handed  to  a  charitable 
organisation  nominated  by  the  prescribed  officer  and 
approved  by  the  approving  authority;  or 

(iii)  require  him  to  dispose  of  the  gift  in  such  other  manner 
as  the  approving  authority  may  direct. 

(3)  In  the  case  of  discounts,  the  approving  authority  may 

(a)  permit  the  prescribed  officer  to  solicit  or  accept  or  take  the 
benefit  of  the  discount  either  unconditionally  or  subject  to 
such  conditions  as  the  approving  authority  may  specify;  or 


8.  (l)(a)  If  a  prescribed  officer  wishes  to  accept  any  gift  (whether  of 
money  or  otherwise),  discount  or  loan  of  money  which  he 
does  not  have  permission  to  accept  under  sections  3  to  7,  he 
must,  before  or  as  soon  as  is  reasonably  possible  after  being 
offered  or  presented  with  the  gift,  discount,  or  loan  of  money, 
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(b)  refuse  him  permission  to  solicit  or  accept  or  take  the  benefit 
of  the  discount  and,  if  he  has  already  accepted  or  taken  the 
benefit  of  the  discount,  require  him  to  pay  to  the  donor  of  the 
discount  an  amount  equal  to  the  value  of  the  discount. 

(4)  In  the  case  of  gifts  of  money  or  loans  of  money,  the 
approving  authority  may 

(a)  permit  the  prescribed  officer  to  solicit  or  accept  the  gift  of 
money  or  loan  of  money  either  unconditionally  or  subject  to 
such  conditions  as  the  approving  authority  may  specify;  or 

(b)  refuse  him  permission  to  solicit  or  accept  the  money  and,  if 
the  money  is  already  in  his  possession, 

(i)  require  him  to  return  the  money  to  the  donor  or  lender; 
or 

(ii)  require  him  to  dispose  of  the  money  in  such  other 
manner  as  the  approving  authority  may  direct. 

(5)  The  prescribed  officer  may,  if  he  has  complied  with 
sub-section  (l)(a),  retain  the  gift  or  loan  in  his  possession  or  take  the 
benefit  of  the  discount  until  a  decision  under  sub-sections  (2),  (3)  or  (4) 
has  been  notified  to  him. 

Permission  in 
respect  of 
passages 


(i)  the  Chief  Executive;  or 

(ii)  the  Financial  Secretary;  or 

(iii)  the  Secretary  for  the  Civil  Service;  or 

(iv)  the  Chief  Justice;  or 

(v)  the  relevant  Permanent  Secretary  of  the  Bureau  or  the 
Head  of  the  Department  or  a  person  who  holds  a  post 
of  equivalent  status  as  the  Head  of  a  Department  in  an 
organisation  in  which  that  prescribed  officer  is 
employed  at  the  time  to  accept  the  passage. 


9.  (l)(a)  If  a  prescribed  officer  wishes  to  accept  any  air,  sea  or 
overland  passage  which  he  does  not  have  permission  to 
accept  under  sections  3  to  7,  he  must,  before  or  as  soon  as  is 
reasonably  possible  after  being  offered  the  passage  or 
presented  with  the  tickets  or  vouchers  to  which  the  passage 
relates,  seek  the  permission  of  :- 
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(b)  If  a  prescribed  officer  wishes  to  solicit  any  air,  sea  or 
overland  passage  which  he  does  not  have  permission  to 
solicit  under  sections  3  to  7,  he  must,  before  soliciting  the 
passage,  seek  the  permission  of 

(i)  the  Chief  Executive;  or 

(ii)  the  Financial  Secretary;  or 

(iii)  the  Secretary  for  the  Civil  Service;  or 

(iv)  the  Chief  Justice;  or 

(v)  the  relevant  Permanent  Secretary  of  the  Bureau  or  the 
Head  of  the  Department  or  a  person  who  holds  a  post 
of  equivalent  status  as  the  Head  of  a  Department  in  an 
organisation  in  which  that  prescribed  officer  is 
employed  at  the  time  to  solicit  the  passage. 

(2)  The  approving  authority  referred  to  in  sub-section  (4)  below 
may 

(a)  permit  the  prescribed  officer  to  solicit  or  accept  the  passage 
either  unconditionally  or  subject  to  such  conditions  as  he 
may  specify; 

(b)  refuse  him  permission  to  solicit  or  accept  the  passage,  and  if 
the  tickets  or  vouchers  to  which  the  passage  relates  are 
already  in  his  possession,  require  him  to  dispose  of  the 
passage  in  such  other  manner  as  he  may  direct. 

(3)  Where  a  prescribed  officer  has  sought  the  permission  of  the 
approving  authority  referred  to  in  sub-section  (4)  below  to  solicit  or 
accept  a  passage  and  the  decision  has  not  been  notified  to  him,  he  shall 
not  solicit  or  make  the  passage  or  use  the  tickets  or  vouchers  to  which 
the  passage  relates. 

(4)  The  approving  authority  for  the  purpose  of  section  9 
means  :- 

(a)  in  relation  to  a  prescribed  officer  who  is  a  member  of  the 
Executive  Council  or  the  Chief  Justice  or  the  Director  of  the 
Chief  Executive’s  Office  or  the  Commissioner  of  the 
Independent  Commission  Against  Corruption  or  the  Director 
of  Audit  or  an  Under  Secretary  or  a  Political  Assistant,  the 
Chief  Executive; 
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Revocation 


(b)  in  relation  to  a  prescribed  officer  who  is  the  Monetary 
Authority  appointed  under  section  5  A  of  the  Exchange  Fund 
Ordinance  (Chapter  66),  the  Financial  Secretary; 

(c)  in  relation  to  a  prescribed  officer  other  than  those  in  (a) 
above  who  is  at  the  directorate  level,  the  Secretary  for  the 
Civil  Service; 

(d)  in  relation  to  a  prescribed  officer  who  is  a  judicial  officer 
other  than  the  Chief  Justice,  the  Chief  Justice; 

(e)  in  relation  to  any  other  prescribed  officer,  the  relevant 
Permanent  Secretary  of  the  Bureau  or  the  Head  of  the 
Department  or  a  person  who  holds  a  post  of  equivalent  status 
as  the  Head  of  a  Department  in  an  organisation  in  which  that 
prescribed  officer  is  employed  at  the  time  when  the  passage 
is  solicited  or  accepted  by  the  prescribed  officer. 

10.  The  Acceptance  of  Advantages  (Chief  Executive’s  Permission) 
Notice  2007  which  was  promulgated  on  16  February  2007  is  hereby 
cancelled. 
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Ref. :  CSBCR/DP/5-020-002/7  Pt.  10  Government  Secretariat 

Hong  Kong 

16  February  2007 

CIVIL  SERVICE  BUREAU  CIRCULAR  NO.  4/2007 


Advantages/entertainment  offered  to  an  officer  in  his  official  capacity 
and  gifts  and  donations  to  a  department  for  the  benefit  of  staff 


To  :  Directors  of  Bureau  c.c.  Judiciary  Administrator 

Permanent  Secretaries  Commissioner,  Independent 

Heads  of  Department  Commission  Against  Corruption 

Secretary,  Public  Service  Commission 

(Note  :  Distribution  of  this  circular  is  Scale  A,  i.e.  it  should  be 
read  by  all  officers.  A  Chinese  version  is  attached.) 


Introduction 

This  circular  gives  guidance  to  officers  and  bureaux/departments  on 
how  the  following  should  be  handled  - 

(a)  advantages  offered  to  an  officer  in  his  official  capacity,  including  gifts 
presented  on  social/ceremonial/other  occasions,  complimentary  tickets 
and  free  raffle  tickets; 

(b)  entertainment  offered  to  an  officer  in  his  official  capacity;  and 

(c)  gifts  and  donations  offered  to  a  department  for  the  benefit  of  staff. 

2.  This  circular  should  be  read  in  conjunction  with  CSB  Circulars  No. 
3/2007  on  “Acceptance  of  advantages  offered  to  an  officer  in  his  private  capacity” 
and  No.  2/2004  on  “Conflict  of  Interest”.  CSB  Circular  No.  16/2002  is  hereby 
superseded. 

The  Acceptance  of  Advantages  (Chief  Executive’s  Permission)  Notice 

3.  Under  section  3  of  the  Prevention  of  Bribery  Ordinance,  Cap.  201 
(“POBO”),  any  prescribed  officer1  u  who,  without  the  general  or  special  permission 

(1)  As  defined  in  section  2  of  the  POBO,  a  “prescribed  officer'’  includes  any  person  holding  an  office  of 
emolument,  whether  permanent  or  temporary,  under  the  Government.  All  Government  officers, 
including  civil  servants  and  those  employed  on  non-civil  service  terms  in  the  Government,  are 
prescribed  officers. 
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of  the  Chief  Executive,  solicits  or  accepts  any  advantage  shall  be  guilty  of  an  offence. 
The  Acceptance  of  Advantages  (Chief  Executive’s  Permission)  Notice  (“AAN”)  sets 
out  the  circumstances  under  which  general  permission  has  been  given  for  prescribed 
officers  to  solicit  or  accept  certain  advantages  in  their  private  capacity.  Outside  of 
these  prescribed  circumstances,  they  have  to  seek  special  permission  for  their 
solicitation/acceptance  of  the  advantage.  Relevant  guidelines  are  set  out  in  CSB 
Circular  No.  3/2007  on  “Acceptance  of  advantages  offered  to  an  officer  in  his  private 
capacity”. 

Gifts/Advantages  offered/presented  to  an  officer  in  his  official  capacity 

4.  Officers  should  note  that  under  CSR  444(2),  advantages  offered  to  an 
officer  and/or  the  officer’s  spouse  by  virtue  of  the  officer’s  official  position  or  on  an 
occasion  attended  in  the  officer’s  official  capacity  (including  those  offered/presented 
by  another  government  department),  whether  in  Hong  Kong  or  elsewhere,  are 
regarded  as  advantages  to  the  bureau/department  in  which  the  officer  works.  They 
should  be  disposed  of  in  accordance  with  the  guidelines  set  out  hereunder. 

Official  capacity 

5.  An  occasion  which  an  officer  attends  in  his  official  capacity  would 
usually  be  considered  to  be  one  that  the  officer  attends  on  duty,  whether  within  or  out 
of  working  hours,  and  as  a  result  of  the  duties  of  his  office  or  an  instruction  by  his 
superior  officers.  An  occasion  which  an  officer  attends  by  virtue  of  his  official 
position  would  usually  be  considered  to  be  one  to  which  he  would  not  have  been 
invited  had  he  not  held  the  post  that  he  held  in  the  Government  at  the  time. 

General  principle 

6.  Officers  should  as  far  as  possible  decline  to  accept  gifts 
offered/presented  to  them  by  virtue  of  their  official  position.  Where  this  cannot  be 
done  owing  to  protocol  reasons  or  the  need  to  avoid  causing  great  offence  or 
embarrassment,  such  as  where  a  gift  is  offered/presented  to  an  officer  when  attending 
a  social/ceremonial  occasion  in  his  official  capacity,  he  should  take  it  back  to  his 
bureau/department  and  report  to  the  approving  authority  for  a  decision  on  how  to 
dispose  of  the  gift.  A  sample  form  for  seeking  approval  to  dispose  of  the  gift  is  at 
Annex  I. 

Approving  authority 

7.  Gifts  offered/presented  to  an  officer  in  his  official  capacity  should  be 
dealt  with  in  accordance  with  paragraphs  9  to  13  below.  Permanent 
Secretaries/Heads  of  Department  have  been  given  the  authority  to  decide  how  gifts 
offered/presented  to  other  officers  in  their  bureaux/departments  should  be  dealt  with. 
In  the  case  of  gifts  that  are  presented  to  Permanent  Secretaries/Heads  of  Department 
personally,  they  may  also  decide  on  the  method  for  disposing  of  the  gifts,  other  than 
approving  personal  retention  of  the  gifts  by  themselves.  The  authority  to  approve 
personal  retention  of  such  gifts  by  a  Head  of  Department  has  been  delegated  to  the 
respective  Permanent  Secretary,  whereas  the  authority  to  approve  personal  retention 
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of  gifts  by  a  Permanent  Secretary  remains  with  the  Secretary  for  the  Civil  Service. 

8.  The  approving  authority  (as  shown  in  Annex  II)  may  authorise 
officers  in  his  bureau/department  to  deal  with  such  applications  on  his  behalf.  Such 
authorisation  is  subject  to  the  conditions  set  out  in  paragraph  2  of  CSB  Circular  No. 
11/94  on  “Delegations  Relating  to  Conduct  Matters”,  except  that  the  authority 
should  not  be  exercised  by  officers  below  the  rank  of  Chief  Executive  Officer  or 
equivalent. 

Factors  for  consideration 

9.  The  approving  authority  should  first  determine  if  it  is  in  the  public 
interest  to  accept  the  gifts.  In  so  doing,  he  may  take  the  following  factors  into 
consideration  - 

(a)  whether  it  is  appropriate  to  decline  the  offer  and  return  the  gifts  to  the 
donor; 

(b)  the  nature  and  the  value  of  the  gifts; 

(c)  the  status  and  reputation  of  the  donor; 

(d)  whether  there  is  any  conflict  of  interest  or  the  extent  of  official 
dealings,  if  any,  between  the  donor  and  the  officer  concerned; 

(e)  whether  the  acceptance  of  the  gifts  will  place  the  officer,  the 
department  or  the  Government  in  an  obligatory  position  towards  the 
donor  or  cause  embarrassment  to  them  or  invite  criticism; 

(f)  whether  it  is  inappropriate  to  accept  the  gifts  in  view  of  prevailing 
Government  policy  (e.g.  tobacco  and  product  from  endangered 
species); 

(g)  whether  the  offer  is  also  available  on  equal  terms  to  persons  who  are 
not  government  officers  on  the  same  occasion; 

(h)  the  number  of  occasions  that  gifts/advantages  have  been  offered  by  the 
same  donor  previously; 

(i)  whether  the  officer  has  regulatory  responsibility  over  the  offeror  (e.g. 
contractors)  and  whether  such  gifts  should  be  disposed  of  in  ways 
other  than  personal  retention  by  the  officer  to  avoid  actual  or  perceived 
conflict  of  interest;  and 

(j)  the  public  perception  angle. 

Methods  of  disposal 

10.  At  the  discretion  of  the  approving  authority  and  where  this  can  be  done 
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without  causing  great  offence  or  embarrassment,  the  gift  should  be  returned  to  the 
donor  with  a  carefully  worded  explanation  that  Government  regulations  do  not 
permit  the  acceptance  of  gifts  and  a  polite  word  of  gratitude  for  the  thought  behind 
the  gift. 


11.  In  circumstances  where  it  is  not  considered  that  the  gift  should  be 

returned,  then  the  following  alternatives  may  be  adopted  - 


(a)  if  the  gift  falls  into  one  of  the  categories  described  in  paragraph  13 
below,  and  subject  to  compliance  with  the  conditions  set  out  in  the 
table  therein,  it  may  be  retained  by  the  officer; 

(b)  if  the  gift  is  of  perishable  nature,  e.g.  food,  drink  or  flower,  it  may  be 
shared  among  the  office  or  displayed  in  the  office  where  the  recipient 
works  or  donated  to  charity; 

(c)  if  the  gift  is  a  useful  item,  it  may  be  sent  to  a  charitable  organisation,  or, 
if  of  historical  or  other  interest,  to  a  school,  library  or  museum.  It  may 
also  be  retained  for  use  in  the  office; 


(d)  if  the  gift  is  suitable  for  display  (e.g.  a  painting  or  a  vase),  it  may  be 
retained  for  display  in  the  office  of  the  recipient  or  elsewhere  in  the 
department;  or 

(e)  if  it  is  suitable  and  the  value  of  the  gift  does  not  exceed  $1,000,  the  gift 
may  be  donated  to  the  department’s  social  functions  as  a  lucky  draw 
prize. 


12.  In  each  case,  the  decision  should  be  recorded  on  the  form  at  Annex  I. 

Separately,  all  gifts  that  are  retained  for  use  or  display  in  the  office  are  the  property  of 
the  office  and  must  be  placed  on  the  office’s  inventory  record. 


Personal  retention  of  gifts 


13.  Officers  may  be  presented  with  souvenir  plaques,  shields,  banners  or 

other  gift  items  when  attending  official  functions  as  an  officiating  guest  or  the 
principal  representative  of  their  bureau/department  at  the  event.  Some  of  these  items 
may  be  personally  inscribed.  At  some  official  events  such  as  conferences  and 
seminars,  officers  may  receive  souvenir  items  which  are  widely  distributed  to 
participants.  Sometimes,  officers  may  also  receive  by  virtue  of  their  official  position 
seasonal  gifts  sent  to  them  by  working  contacts.  Examples  of  such  gift/souvenir 
items  include  ball  pen,  memo  pad,  calendar,  desk  diary,  etc.  These  items  may  also  be 
inscribed  with  the  names  of  the  organisation/donor  and  may  be  of  limited 
commercial  value.  In  the  interest  of  administrative  convenience,  blanket 
permission  is  given  by  the  Secretary  for  the  Civil  Service  for  Permanent  Secretaries 
to  personally  retain  items  in  categories  (a)  and  (b)(i)  of  the  table  below  and  subject  to 
a  report  by  the  officer  (a  sample  form  for  the  purpose  is  at  Annex  III)  - 
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Category 

Value  of  the  item 

Arrangement 

(a) 

Not  exceeding  $50  or 
0.1%  of  substantive 
salary,  whichever  is  the 
higher 

Blanket  permission  is  given  for  personal 
retention*. 

(b) 

Above  $50  or  0.1%  of 
substantive  salary, 

whichever  is  the  higher, 

to  $400 

(i)  Blanket  permission  is  given  for 
personal  retention*  of  a  gift/souvenir 
that  is  personally  inscribed  with  the 
officer’s  name  or  received  by  the 
officer  at  official  functions  as  the 
Guest  of  Honour  or  an  officiating 
guest. 

(ii)  Special  permission  is  required  for 
personal  retention  of  a  gift/souvenir 
other  than  that  at  (i)  above.  Permission 
may  be  given  having  regard  to  the 
factors  listed  in  paragraph  9. 

(c) 

Above  $400  to  $1,000 

Special  permission  is  required  for 
personal  retention.  Permission  may  be 
given  if  the  gift/souvenir  is  personally 
inscribed  with  the  officer’s  name  or 
received  by  the  officer  at  official 
functions  as  the  Guest  of  Honour  or  an 
officiating  guest,  and  having  regard  to  the 
factors  listed  in  paragraph  9. 

(d) 

Above  $1,000 

No  personal  retention  should  be 
permitted  unless  in  very  exceptional 
circumstances. 

*  Despite  the  blanket  permission,  the  officer  is  still  required  to  report  the 


retention  of  the  gif t(s)/ souvenir (s)  by  using  the  form  at  Annex  III. 

Bearing  in  mind  that  gifts/souvenirs  from  official  contacts  may  be  received  by  staff 
from  junior  level  to  very  senior  level,  the  setting  of  a  specified  amount  as  the 
threshold  for  personal  retention  of  such  gifts/souvenirs  is  considered  too  rigid.  To 
balance  the  risks  of  officers  being  “sweetened”  by  such  gifts/souvenirs  and  the 
administrative  workload,  the  threshold  for  blanket  permission  for  gift  item  under 
category  (a)  of  the  table  above  is  set  at  $50  or  0.1%  of  the  officer’s  substantive  salary, 
whichever  is  the  higher.  The  financial  limits  for  gift/souvenir  items  in  other 
categories  are  determined  having  regard  to  policy  objective  and  operational 
experience  over  the  years.  Permanent  Secretaries  and  Head  of  Departments  may 
consider  giving  similar  blanket  permission  for  officers  under  them  to  personally 
retain  such  items,  but  the  overall  regime  should  strictly  adhere  to  the  table  above. 
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14.  By  virtue  of  CSR  444(2)  read  in  conjunction  with  section  7(a)  of  the 
AAN,  an  officer  may  personally  retain  a  gift/souvenir  received  in  his  official 
capacity  in  accordance  with  the  directive  issued  by  the  Secretary  for  the  Civil 
Service  as  in  the  context  of  this  circular.  Under  section  7(a)  of  the  AAN,  a  prescribed 
officer  may  accept  a  gift/souvenir  that  he  is  permitted  to  accept  under  any 
Government  regulations. 

Acceptance  of  complimentary  tickets 

15.  Complimentary  tickets  to  functions  and  performances  (e.g.  movie, 
show,  sports  event,  conference,  seminar,  etc.)  are  gifts.  Where  they  are  offered  to  an 
officer  by  virtue  of  his  official  position,  they  should  be  handled  in  accordance  with 
the  guidelines  outlined  in  paragraphs  9  to  12  above.  Only  where  it  is  in  the  interest  of 
the  bureau/department  or  serves  an  operational  need  for  an  officer  to  attend  the 
function/performance,  the  approving  authority  may  approve  acceptance  of  the 
complimentary  tickets  by  the  officer  concerned. 

16.  Invitations  to  entertainment  extended  to  an  officer  by  virtue  of  his 
official  position  should  be  dealt  with  in  accordance  with  CSRs  431  -  435  (see 
paragraphs  20  -  29  below). 

Acceptance  of  raffle  tickets  and  participation  in  lucky  draws 

17.  Officers  may  be  presented  with  free  raffle  tickets  or  invited  to  take  part 
in  free  lucky  draws  when  attending  social  or  festive  functions  in  their  official 
capacity.  They  should  decline  to  accept  such  tickets  or  to  participate  in  such  free 
lucky  draws.  If  participation  cannot  be  avoided,  prizes  won  should  be  returned  to 
the  organiser  for  a  re-draw.  If  this  may  cause  great  offence  or  embarrassment,  the 
officer  should  take  the  prize  back  to  his  bureau/department  for  a  decision  by  the 
Permanent  Secretary/Head  of  Department  on  its  disposal  in  accordance  with 
paragraphs  4  to  13  above,  as  prizes  won  under  such  circumstances  are  gifts  to  the 
bureau/department. 

18.  On  occasions  where  officers  are  invited  to  buy  raffle  tickets  during 
such  official  functions,  they  may  accept  the  prize  won,  if  any,  without  having  to  seek 
special  permission.  Nevertheless,  they  should  be  mindful  to  avoid  taking  part  in 
dubious  lucky  draws  which  could  compromise  their  integrity  (e.g.  where  one  only 
needs  to  pay  a  small  sum  of  money  for  the  raffle  tickets  but  expensive  prizes  are 
given  to  all  participants). 

Sponsored  visits 

19.  Sponsored  visits  undertaken  by  an  officer  in  his  official  capacity  as  a 
representative  of  a  department  are  not  regarded  as  an  advantage  to  the  officer  and 
should  be  dealt  with  in  accordance  with  CSB  Circular  No.  7/94  on  “Sponsored 
Visits”. 
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Acceptance  of  entertainment 

20.  Entertainment  when  offered  by  way  of  a  favour  is  not  of  itself  an 
advantage  as  defined  in  section  2  of  the  POBO.  However,  the  acceptance  of  free 
food,  drink,  show,  etc.  may,  by  reason  of  its  nature  and  the  circumstances  in  which  it 
is  given,  go  beyond  just  being  a  favour  (i.e.  a  gratuitous  service  or  courtesy,  free  of 
obligation  to,  or  by,  both  the  giver  and  the  receiver)  and  becomes  an  advantage  if  it 
falls  within  one  of  the  other  categories  that  make  up  the  definition  of  advantage  in 
section  2  of  the  POBO,  such  as  “a  discharge  of  an  obligation  to  pay”.  In  other  words, 
the  acceptance  of  free  food,  drink,  show,  etc.  is  capable  of  becoming  an  advantage 
the  acceptance  of  which  renders  the  officer  liable  to  prosecution  under  the  POBO. 

21.  Officers  who  have  doubts  about  accepting  an  offer  of  entertainment 
are  strongly  advised  to  seek  guidance  from  their  Permanent  Secretaries/Heads  of 
Department  before  they  accept  the  entertainment. 

22.  Officers  should  not  accept  lavish,  or  unreasonably  generous  or 
frequent  entertainment,  or  indeed  any  entertainment  that  is  likely  to  - 


(a)  put  the  officers  in  an  obligatory  position  in  the  discharge  of  their 
duties; 


(b)  bring  the  officers  or  the  public  service  into  disrepute;  or 

(c)  give  rise  to  any  potential  or  real  conflict  of  interest. 

23.  Accepting  free  meal,  drink  or  other  related  entertainment  may  in  some 

circumstances  give  negative  connotations  such  as  creating  a  sense  of  obligation  or  a 
perception  that  an  officer’s  impartiality  has  been  compromised.  When  offered 
entertainment,  an  officer  should  consider  carefully,  in  the  light  of  the  guidelines 
mentioned  above,  whether  the  entertainment  offered  could  be  regarded  as  - 


(a)  excessive  -  taking  into  account  its  value,  substance,  frequency  and 
nature; 


(b)  inappropriate  -  taking  into  account  the  relationship  between  the  officer 
and  the  donor  (e.g.  whether  they  have  any  direct  official  dealings);  or 

(c)  undesirable  -  taking  into  account  the  character  of  the  host,  etc. 

24.  An  officer  who  accepts  entertainment  other  than  in  accordance  with 

CSRs  431  -  435  or  any  relevant  departmental  guidelines  issued  by  his  Permanent 
Secretary/Head  of  Department  (see  paragraph  28  below)  renders  himself  liable  to 
disciplinary  action.  The  opportunity  is  taken  to  bring  the  content  of  CSRs  431  -  435 
up-to-date.  An  up-dated  version  of  the  relevant  CSRs  is  at  Annex  IV  in  the  form  of 
amendment  sheets.  They  replace  the  relevant  pages  of  the  Civil  Service  Regulations 
with  effect  from  the  date  of  this  circular. 
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Departmental  instructions  on  entertainment 

25.  In  dealing  with  cases  of  entertainment,  Permanent  Secretaries/Heads 
of  Department  should  have  regard  to  the  circumstances  surrounding  its  provision,  the 
value,  substance,  frequency  and  nature  of  the  entertainment  offered  (whether  it  gives 
the  officer  something  which  he  might  not  have  access  to  or  be  able  to  afford),  the 
relationship  between  the  officer  and  the  donor,  and  whether  or  not  an  obligation  or 
conflict  of  interest  might  be  created,  etc. 

26.  Where  it  is  considered  not  appropriate  to  decline  an  invitation  to 
entertainment  which  may  contravene  the  guidelines  in  paragraphs  22  and  23  above 
for  reasons  of  courtesy  or  special  circumstances,  the  officer  should  seek  prior 
approval  from  his  Permanent  Secretary/Head  of  Department  as  necessary.  If  it  is 
impractical  for  prior  approval  to  be  obtained  (e.g.  where  an  official  contact  paid  the 
bill  for  a  meal  for  an  officer  or  his  family  or  friends  without  informing  the  officer  in 
advance),  the  officer  should  make  an  effort  to  effect  the  repayment.  If  this  is 
unsuccessful,  he  should  seek  covering  approval  to  accept  the  entertainment. 

27.  In  circumstances  where  acceptance  of  entertainment  in  an  official 
capacity  is  considered  necessary  in  the  interest  of  the  bureau/department  (e.g.  for 
liaison,  information  gathering  and  public  relations  purposes),  the  number  of 
representatives  from  the  bureau/department  should  be  kept  to  the  minimum. 


28.  Permanent  Secretaries/Heads  of  Department  are  reminded  that  under 

CSR  435,  they  may  issue  directions  to  their  staff  to  supplement  the  rules  in  CSR  434. 
They  are  strongly  advised  to  do  so  where  their  staff,  because  of  their  job  nature,  are 
often  invited  to  meals  or  entertainment  by  their  working  contacts  or  the  public.  The 
supplementary  guidelines  may  provide  guidance,  with  illustrative  examples  where 
practicable,  on  - 

(a)  the  types  of  entertainment  officers  are  prohibited  from  accepting  or 
from  accepting  without  permission; 

(b)  how  to  avoid  and  handle  offers  of  entertainment  which  are 
inappropriate  (e.g.  from  persons  with  whom  they  have  direct  official 
dealings)  or  undesirable  (e.g.  taking  into  account  the  character  of  the 
host);  and 

(c)  the  departmental  procedures  for  approving  acceptance  of 
entertainment. 


29.  Where  operational  circumstances  so  warrant,  a  Permanent  Secretary/ 

Head  of  Department  may  consider  encouraging/requiring  his  staff  to  report 
acceptance  of  entertainment/hospitality  offered  to  them  in  their  official  capacities. 
This  will  be  conducive  to  embedding  a  culture  of  probity  within  the 
bureau/department. 
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Gifts  and  donations  to  a  department  as  a  whole  for  the  benefit  of  staff 

30.  Gifts  and  donations  which  are  offered  or  presented  to  a 
bureau/department  as  a  whole  for  the  benefit  of  staff,  rather  than  presented  to  an 
individual  officer,  should  not  be  accepted  without  the  proper  approval. 

31.  Permanent  Secretaries  have  been  delegated  with  the  authority  to 
approve  the  acceptance  of  such  donations  by  a  department  under  their  respective 
schedule,  where  - 

(a)  for  a  donation  from  one  single  person  or  organisation  on  any  one 
occasion,  the  value  does  not  exceed  $10,000;  and 

(b)  for  donations  to  one  single  social  or  recreation  function,  the 
cumulative  value  does  not  exceed  $30,000. 

32.  Approval  may  be  given  subject  to  the  following  criteria  being  met  - 

(a)  the  circumstances  leading  to  the  donation  should  be  above  board  and 
not  open  to  misconstruction; 

(b)  acceptance  of  the  donation  must  not  embarrass  the  bureau/department 
or  Government  (e.g.  donations  from  a  tobacco  company  should  be 
avoided  in  view  of  the  anti-smoking  policy)  or  cause  a  conflict  of 
interest  or  put  the  bureau/department  or  Government  in  an  obligatory 
position  towards  the  donor; 

(c)  the  donation  must  be  voluntary  and  not  solicited  and  there  is  no  undue 
pressure  or  compulsion  whatsoever  on  the  donor  by  the 
bureau/department; 

(d)  neither  the  bureau/department  nor  the  Government  is  involved  in 
advertising  or  promoting  the  donor  or  any  commercial  products; 

(e)  acceptance  of  the  donation  will  not  bring  into  question  the  impartiality 
of  the  bureau/department  or  Government  and  there  is  no  undue 
publicity  associated  with  the  acceptance; 

(f)  the  value  of  the  donation  should  not  be  excessive  or  disproportionately 
high; 

(g)  for  departmental  social  or  recreation  functions,  donations  should 
preferably  be  accepted  in  kind; 

(h)  where  gifts  are  donated,  departments  should  record  the  estimated  value 
of  the  items; 

(i)  where  recurrent  costs  (e.g.  in  fuel  or  maintenance)  are  involved,  the 
advice  of  the  Secretary  for  Financial  Services  and  the  Treasury  should 
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be  sought  before  acceptance;  and 

(j)  the  officer  authorised  to  take  day-to-day  decision  on  behalf  of  the 
Permanent  Secretary  should  be  at  directorate  level. 

33.  The  approval  of  the  Secretary  for  the  Civil  Service  must  be  sought  in 
the  following  cases  - 

(a)  acceptance  of  donations  by  bureaux  for  the  benefit  of  staff;  and 

(b)  acceptance  of  such  donations  offered  to  departments  of  values 
exceeding  the  limits  as  specified  in  paragraph  31  above. 

Departments  should  also  seek  the  support  from  their  policy  bureau  when  submitting 
such  cases  to  the  Secretary  for  the  Civil  Service  for  consideration. 

Submission  of  half-yearly  returns  on  donations  accepted 

34.  To  enable  the  Civil  Service  Bureau  to  monitor  the  overall  situation, 
bureaux/departments  are  requested  to  make  half-yearly  returns  (ending  June  and 
December)  to  the  Civil  Service  Bureau  showing  gifts  and  donations  for  the  benefit  of 
staff  accepted,  on  or  before  the  15th  of  January  and  July.  A  sample  proforma  is 
attached  at  Annex  V. 

Acceptance  of  donations  to  staff  welfare  funds 

35.  Cases  involving  acceptance  of  donations  to  staff  welfare  funds  should 
be  processed  in  accordance  with  CSB  Circular  No.  11/2003. 

The  Prevention  of  Bribery  Ordinance 

36.  All  officers  should  familiarize  themselves  with  the  main  provisions  in 
the  POBO  which  are  applicable  to  the  acceptance  of  advantages  in  their  official 
capacity  - 

(a)  Section  3  :  it  is  an  offence  for  a  prescribed  officer  to  solicit  or  accept 

any  advantage  without  the  Chief  Executive’s  general  or 
special  permission;  and 

(b)  Section  4  :  it  is  an  offence  for  a  public  servant  to  solicit  or  accept 

any  advantage  in  Hong  Kong  or  elsewhere  as  an 
inducement  to  or  reward  for  or  otherwise  on  account  of 
his  performing  or  abstaining  from  performing  any  act  in 
his  capacity  as  a  public  servant. 

An  extract  of  sections  3  and  4  of  the  POBO  and  the  AAN  (with  particular  attention 
drawn  to  sections  2  and  7  therein)  are  at  Annex  VI. 

37.  Officer  should  note  that  they  will  be  guilty  of  an  offence  under  section 
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4  of  the  POBO  if  they  solicit  or  accept  any  advantage  (even  one  permitted  under  the 
AAN)  for  abusing  his  official  power  or  position. 

Distribution 

38.  Bureaux/departments  are  requested  to  provide  a  copy  of  this  circular  to 
all  newly  appointed  officers  as  soon  as  possible  after  appointment  and  to  re-circulate 
this  circular  to  their  staff  every  six  months. 

Enquiries 

39.  Any  enquiry  about  the  content  of  this  circular  should  first  be  addressed 
to  Departmental  Secretaries  who,  if  in  doubt,  may  contact  Chief  Executive  Officer 
(Conduct  &  Discipline)  at  2810  3493  or  Senior  Executive  Officer  (Conduct  & 
Discipline)!  at  2810  3185  of  the  Civil  Service  Bureau. 


(  Mrs  Rosanna  URE  ) 
for  Secretary  for  the  Civil  Service 
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LIST  OF  RANKS  WHOSE  PAY  SCALES  HAVE  ALREADY  BEEN  ADJUSTED 
IN  RECOGNITION  OF  THE  REQUIREMENT  TO  WORK  SHIFTS 
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List  of  ranks  whose  pay  scales 
have  already  been  adjusted  in 

recognition  of  the  requirement  to  work  shifts  and  irregular  hours 

(I)  Ranks  on  Master  Pay  Scale  and  Training  Pay  Scale 

Aeronautical  Communications  Officer  I 

Aeronautical  Communications  Officer  II 

Aeronautical  Communications  Supervisor 

Air  Traffic  Flight  Services  Officer  I 

Air  Traffic  Flight  Services  Officer  II 

Air  Traffic  Flight  Services  Officer  III 

Air  Traffic  Control  Officer  III 

Assistant  Census  and  Survey  Officer 

Assistant  Chief  Bailiff 

Assistant  Computer  Operation  Manager 

Assistant  Hawker  Control  Officer 

Assistant  Laundry  Manager 

Assistant  Police  Telecommunications  Inspector 

Bailiff 

Bailiff’s  Assistant 
Census  and  Survey  Officer 
Chief  Hawker  Control  Officer 
Chief  Scientific  Assistant 
Communications  Controller 
Computer  Operator  I 
Computer  Operator  II 
Enrolled  Nurse 
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Ranks 

Enrolled  Nurse  (Psychiatric) 

Hawker  Control  Officer 

Head  Property  Attendant 

Legal  Aid  Assistant 

Midwife 

Nursing  Officer 

Nursing  Officer  (Psychiatric) 

Police  Communications  Assistant  (old  rank  scale) 

Police  Communications  Computer  Operator  (old  rank  scale) 

Police  Communications  Officer 

Police  Telecommunications  Inspector 

Police  Translator  I 

Police  Translator  II 

Postal  Officer 

Principal  Hawker  Control  Officer 

Registered  Nurse 

Registered  Nurse  (Psychiatric) 

Scientific  Assistant 
Senior  Bailiff 

Senior  Census  and  Survey  Officer 

Senior  Computer  Operator 

Senior  Hawker  Control  Officer 

Senior  Legal  Aid  Assistant 

Senior  Police  Communications  Officer 

Senior  Scientific  Assistant 

Senior  Tax  Inspector 
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Ranks 

Senior  Traffic  Warden 

Senior  Transport  Controller 

Student  Aeronautical  Communications  Officer 

Student  Air  Traffic  Control  Officer 

Student  Computer  Operator 

Student  Nurse 

Student  Nurse  (Psychiatric) 

Student  Scientific  Assistant 
Tax  Inspector  I 
Tax  Inspector  II 

Telephone  Operator  (old  rank  scale) 

Traffic  Warden 
Transport  Controller  I 
Transport  Controller  II 


(II)  Rank  on  Model  Scale  1  Pay  Scale 

Property  Attendant 


Note 

Officers  remunerated  from  the  Police  Pay  Scale,  the  General  Disciplined  Services 
Pay  Scale  and  the  Independent  Commission  Against  Corruption  (ICAC)  Pay 
Scale  are  not  eligible  for  Shift  Duty  Allowance. 
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RATES  OF  ALLOWANCES 
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Rates  of  Shift  Duty  Allowance  and  On-call  Duty  Allowance 


$  per  month 

Shift  Duty  Allowance  (with  effect  from  1.4.2018) 

25  to  49  irregular  hours  per  663 

named  calendar  month 

50  irregular  hours  or  more  per  1,315 

named  calendar  month 


On-call  Duty  Allowance 

Lower  rate  (for  96-250  hours  of  on-call  329 

duty  per  named  calendar  month) 

Higher  rate  (for  251  or  more  hours  of  on-  659 

call  duty  per  named  calendar  month) 
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Maximum  Rates  of  Overseas  Education  Allowance 
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I.  Boarding  School  Allowance 


Per  academic  year  per  child 


United  Kingdom  / 
United  States 

Junior  school 
Senior  school 

Australia 

Junior  school 
Senior  school 

New  Zealand 

Junior  school 
Senior  school 

Republic  of  Ireland 

Junior  school 
Senior  school 

South  Africa 

Junior  school 
Senior  school 


Existing  claimants1 
(as  at  2005/06 
school  year) 


GBP  7,434 
GBP  9,138 


AUD  8,233 
AUD  9,374 


NZD  8,885 
NZD  9,539 


EUR  6,270 
EUR  5,004 


ZAR  11,460 
ZAR  11,808 


New  claimants2 
(as  from  2006/07 
school  year) 


GBP  6,450 
GBP  7,437 


AUD  8,233 
AUD  9,374 


NZD  8,885 
NZD  9,539 


EUR  5,492 
EUR  4,386 


ZAR  11,460 
ZAR  11,808 
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II.  Day  School  Allowance 


Per  academic  year  per  child 


Existing  claimants1 

New  claimants2 

(as  at  2005/06 

(as  from  2006/07 

school  year) 

school  year) 

United  Kingdom  / 
United  States  / 

Australia  / 

New  Zealand  / 
Singapore 

GBP  1,289 

GBP  1,241 

Republic  of  Ireland 

GBP  915 

GBP  915 

South  Africa 

GBP  750 

GBP  750 

Note:  AUD 
EUR 
GBP 
NZD 
ZAR 


Australian  Dollar 
Euro 

Pound  Sterling 
New  Zealand  Dollar 
South  African  Rand 


Notes 


1  Existing  claimants  refer  to  eligible  children  of  eligible  civil  servants  who  are 
already  receiving  Overseas  Education  Allowance  (OEA)  in  the  school  year 
immediately  before  the  commencement  of  the  2006/07  school  year  or  the  2007 
school  year,  as  the  case  may  be. 

9 

New  claimants  refer  to  eligible  children  of  eligible  civil  servants  who  start  to 
claim  OEA  from  the  2006/07  school  year  or  the  2007  school  year  onwards,  as 
the  case  may  be. 
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Maximum  Rates  of  Local  Education  Allowance 


Per  academic  year  per  child 
(HK$) 


Existing  claimants1 

New  claimants2 

(as  at  2005/06 

(as  from  2006/07 

school  year) 

school  year) 

Primary  Schools 

31,950 

29,925 

Secondary  Schools  - 
Form  I  to  III 

53,025 

49,650 

Secondary  Schools  - 

•5 

Form  IV  and  above 

49,238 

46,313 

Notes 

Existing  claimants  refer  to  eligible  children  of  eligible  civil  servants  who  are 
already  receiving  Local  Education  Allowance  (LEA)  in  the  school  year 
immediately  before  the  commencement  of  the  2006/07  school  year. 

New  claimants  refer  to  eligible  children  of  eligible  civil  servants  who  start  to 
claim  LEA  from  the  2006/07  school  year  onwards. 

LEA  is  payable  to  cover  75%  of  the  school  fee  for  primary  schools  and 
secondary  schools  up  to  Form  3,  and  75%  of  the  school  fee  after  deducting  a 
basic  charge  for  Form  4  and  above,  subject  to  specified  maximum  rates.  The 
basic  charge  will  be  adjusted  in  line  with  the  standard  fee  for  Fonn  4  and  5  in 
government  and  aided  schools  set  by  the  Education  and  Manpower  Bureau  as 
at  present. 
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May  1993 


Procedures  for  Processing 
Claims  for  Compensation/Benefits  Under 


(a)  Employees'  Compensation  Ordinance,  Cap.  282,  or 

(b)  Pensions  Ordinance,  Cap.  89,  or 

(c)  Pension  Benefits  Ordinance,  Cap.  99. 


(Note  :  The  action  periods  specified  in  this  annex  are  in  line  with  those  stipulated 

in  the  Employees'  Compensation  Ordinance,  Cap.  282.  Any  officer  who 
fails,  without  reasonable  excuse,  to  comply  with  the  requirements  of  the 
Ordinance,  may  be  liable  to  a  surcharge,  a  fine  or  even  imprisonment  as 
specified  in  the  Ordinance.) 
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Reference 


Cap.  282 


Mar.  99 


S-  5(1) 


A.  NON-FATAL  CASES  (A  flow  chart  of  the  procedural  steps 
involved  is  at  Appendix  A) 

1.  Investigation  of  accident 

(a)  When  an  accident  occurs  in  a  work  place  which  results  in  an 
officer  being  granted  sick  leave  following  the  accident,  the 
employing  department  should,  as  soon  as  it  becomes  aware  of 
the  accident,  undertake  a  thorough  investigation  into  the 
accident  with  a  view  to  detennining  the  injured  officer's 
eligibility  for  compensation. 

(b)  The  approving  authority  (see  CSR  793(1))  must  be  provided 
with  a  detailed  report  of  the  accident  with  supporting 
statements  from  witnesses  of  the  accident  (if  available),  the 
officers/departments  concerned,  and,  in  the  case  of  traffic 
accident,  the  Police  traffic  accident  report  (if  any),  and  a  sketch 
showing  the  scene  of  the  accident. 

(c)  Consideration  of  the  officer's  eligibility  for  compensation 
should  be  completed  as  soon  as  possible  and  in  any  case  within 
14  days  from  the  date  of  accident. 

2.  Eligibility  for  employees’  compensation 

(a)  In  determining  an  injured  officer's  eligibility  for  compensation 
under  the  Employees'  Compensation  Ordinance,  the  approving 
authority  must  be  satisfied  that  - 

(i)  the  personal  injury  is  caused  by  an  accident  arising  out  of 
and  in  the  course  of  the  officer's  employment; 

(ii)  the  injury  is  not  attributable  to  his  serious  and  wilful 
misconduct,  nor  deliberately  aggravated  by  him;  and 

(iii)  none  of  the  disqualifying  circumstances  specified  in 
Section  5  of  the  Employees'  Compensation  Ordinance  is 
relevant. 
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Mar.99  S.  5(4)(d),  (b)  An  accident  to  an  employee  shall  be  deemed  to  arise  out  of  and 

(e),  (f)  &  in  the  course  of  employment  if  it  happens  to  the  employee 

(g) 

(i)  while  he  is  travelling  as  a  passenger  to  or  from  his  place 
of  work  by  a  means  of  transport  operated  or  arranged  by 
his  employer  (other  than  public  transport); 

(ii)  when,  within  the  duration  of  a  gale  warning  (tropical 
cyclone  warning  signal  No.  8  or  above),  or  of  a  rainstorm 
warning  (Red  or  Black  signal)  he  is  travelling  between 
his  place  of  residence  and  his  place  of  work  - 

(A)  to  his  place  of  work,  by  a  direct  route  within  a 
period  of  4  hours  before  the  time  of 
commencement  of  his  working  hours  for  that  date 
or  to  his  place  of  residence,  within  a  period  of  4 
hours  after  the  time  of  cessation  of  his  working 
hours  for  that  day;  or 

(B)  in  such  other  circumstances  as  the  court  thinks 
reasonable;  or 

(iii)  while  he  is  driving  or  operating  any  means  of  transport 
arranged  or  provided  by  or  on  behalf  of  his  employer  or 
by  some  other  person  pursuant  to  arrangements  made 
with  his  employer  between  his  place  of  residence  and  his 
place  of  work,  travelling  by  a  direct  route  to  his  place  of 
work  for  the  purposes  of  and  in  connection  with  his 
employment;  or  to  his  place  of  residence  after  attending 
to  those  purposes;  or 

(iv)  while  he  is,  with  the  express  or  implied  permission  of  his 
employer,  travelling  by  means  of  transport  for  the 
purposes  of  and  in  connection  with  his  employment 
between  Hong  Kong  and  any  place  outside  Hong  Kong  or 
between  any  place  outside  Hong  Kong  and  any  other  such 
place. 
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S.  5(2) 


Mar.  99 


S.  15(1  A) 
S.  15(1B) 


Mar.  99 
S.  11(7) 


(c)  No  compensation  is  payable  if  - 

(i)  the  injury  is  self-inflicted; 

(ii)  the  injury  is  caused  by  the  officer’s  addiction  to  drugs  or 
alcohol  and  does  not  result  in  death  or  serious  permanent 
incapacity; 

(iii)  the  injury  is  similar  to  an  injury  from  which  the  employee 
has  falsely  represented  that  he  was  free. 

In  case  of  doubt,  advice  should  be  sought  in  the  first  instance 
from  the  Secretary  for  Justice,  the  Secretary  for  the  Civil 
Service,  Commissioner  for  Labour,  or  Director  of  Accounting 
Services,  as  appropriate. 

(d)  If  it  is  considered  that  the  officer  is  eligible  for  compensation 
under  Cap.  282,  the  employing  department  should  follow  the 
steps  set  out  in  para.  3  or  4  below. 

(e)  If  it  is  considered  that  the  officer  is  ineligible  for  compensation 
under  Cap.  282,  no  further  action  is  required.  In  case  the 
injured  officer  is  a  directorate  officer,  the  Secretary  for  the 
Civil  Service's  agreement  to  department's  decision  should  be 
sought.  However,  if  the  injured  officer  insists  to  claim  for 
compensation  under  Cap.282,  the  employing  department 
should  notify  the  Commissioner  for  Labour  on  Fonn  2  (LD 
27(a)(s)Rev.96)  or  Form  2B  (LD  478(s))  if  the  sick  leave 
granted  does  not  exceed  three  days,  in  duplicate  (or  Fonn  2A 
(LD  110(s)  Rev/96)  in  case  of  incapacity  due  to  an 
occupational  disease)  within  14  days  from  the  date  of  accident 
or  if  the  accident  is  not  notified  to  the  department  within  that 
period,  within  14  days  from  the  date  the  department  becomes 
aware  of  it.  A  copy  of  the  form  should  be  sent  to  the  Secretary 
for  the  Civil  Service  if  the  injured  officer  is  a  directorate 
officer. 

(f)  When  filling  Form  2  or  2A  or  2B,  if  the  injured  officer  is  a 
casual  worker  working  less  than  40  hours  a  week,  the  earnings 
in  respect  of  his  other  employments,  if  any,  should  be  included. 
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2A.  Injured  officer  is  eligible  for  compensation  under  Cap.  282,  sick 
leave  granted  does  not  exceed  three  days  and  the  officer  suffered 
from  no  pennanent  incapacity  -  direct  payment 

(a)  The  employing  department  should  make  periodical  payments 
on  the  injured  officer's  normal  pay  days. 

(b)  The  employing  department  should  complete  Form  2B(LD 
478(s))  and  forward  them  in  duplicate  to  the  Labour 
Department  within  14  days  of  the  accident  or  if  the  accident  is 
not  notified  to  the  employing  department  within  that  period, 
within  14  days  from  the  date  the  department  becomes  aware  of 
it. 


3.  Injured  officer  is  eligible  for  compensation  under  Cap.  282,  sick 
leave  granted  is  from  four  to  seven  days  and  the  injured  officer 
suffered  from  no  pennanent  incapacity  -  direct  settlement 


S.  16CA(1)  (a)  The  employing  department  should  enter  into  an  agreement, 

either  written  or  verbal,  with  the  injured  officer  on  the  amount 
of  compensation  payable.  (Compensation  in  this  context 
means  the  periodical  payments.)  If  the  injured  officer  is  a 
directorate  officer,  the  agreement,  should  be  submitted  to  the 
Secretary  for  the  Civil  Service  for  approval  before  it  is  entered 
into. 


S.15(1A) 
S.  1 5(  IB) 


S.  11(7) 


(b)  The  employing  department  should  then  complete  Form  2  (LD 
27(a)(s)  Rev. 96)  (or  Form  2 A  (LD  1 10(s)  Rev/96)  in  case  of 
incapacity  due  to  an  occupational  disease)  in  duplicate  and 
forward  them  to  the  Labour  Department  within  14  days  of  the 
accident  or  if  the  accident  is  not  notified  to  the  employing 
department  within  that  period,  within  14  days  from  the  date  the 
department  becomes  aware  of  it.  If  the  injured  officer  is  a 
directorate  officer,  a  copy  of  the  form  should  be  sent  to  the 
Secretary  for  the  Civil  Service. 

(c)  When  filling  Fonn  2  or  2A,  if  the  injured  officer  is  a  casual 
worker  working  less  than  40  hours  a  week,  the  earnings  in 
respect  of  his  other  employments,  if  any,  should  be  included. 
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S.16CA(2)  (d)  The  employing  department  should  ensure  that  compensation 

S.16CA(3)  (periodical  payment)  is  paid  to  the  injured  officer  on  the 

normal  pay  day  of  the  month 

S.  16CB  (e)  Either  the  employing  department  or  the  injured  officer  may 

apply  to  the  Commissioner  for  Labour  within  6  months  after 
the  date  of  the  aforesaid  agreement,  for  cancellation  of  the 
agreement  in  certain  circumstances.  For  instance,  the  sum  of 
compensation  is  not  in  accordance  with  the  provisions  of  the 
Employees'  Compensation  Ordinance;  or  the  injured  officer's 
total  sick  leave  subsequently  exceeds  7  days;  or  the  injured 
officer  is  expected  to  suffer  permanent  loss  of  earning  capacity. 
Standard  application  form  can  be  obtained  from  the  Labour 
Department. 

(f)  If  the  application  is  approved,  department  should  follow  the 
steps  described  in  paragraph  4B  or  4C  below  as  the  case  may 
be. 

Mar.  99  (g)  Provided  that  there  are  adequate  reasons,  either  the  employing 

department  or  the  injured  officer  may  submit  its/his 
application  for  cancellation  of  agreement  to  the  Commissioner 
for  Labour  after  6  months  from  the  date  of  the  abovementioned 
agreement. 
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Mar.  99 


Mar.  99 


4.  Injured  officer  is  eligible  for  compensation  under  Cap.  282,  direct 
settlement  system  described  in  paragraph  3  above  is  not  applicable 
(i.e.  sick  leave  is  more  than  seven  days  or  permanent  incapacity  is 
suffered) 

A.  Notification  of  accident 


S.  15(1  A) 
S.  1 5(  IB) 


The  employing  department  must  notify  the  Commissioner  for 
Labour  on  Form  2(LD  27(a)(s)  Rev.96)  in  duplicate  (or  Form 
2A(LD  110(s)  Rev/96)  in  case  of  incapacity  due  to  an 
occupational  disease)  within  14  days  of  the  accident  or  if  the 
accident  was  not  notified  to  the  department  within  that  period, 
within  14  days  from  the  date  the  department  becomes  aware  of 
it.  A  copy  of  Form  2  or  2A  should  be  sent  to  the  Secretary  for 
the  Civil  Service  if  the  injured  officer  is  a  directorate  officer. 


S.  161 


S.  16A 


B.  Examination  by  Occupational  Medicine  Division  or 

assessment  by  the  Ordinary/Special  Assessment  Board 

(a)  On  the  expiry  of  his  sick  leave,  an  injured  officer  has  to 
undergo  an  examination  by  the  Occupational  Medicine 
Division  of  the  Labour  Department  and  if  necessary  an 
assessment  by  the  Ordinary/Special  Assessment  Board. 
He  should  notify  his  employing  department  which  should 
ensure  that  the  officer  attends  the  examination/assessment 
at  the  appointed  time,  bringing  with  him  all  relevant  sick 
leave  certificates  and  medical  reports,  if  any. 

(b)  The  officer  is  entitled  to  full  pay  during  such  period  of 
absence. 

C.  No  permanent  incapacity  suffered 

I.  Issue  of  Certificate  of  Compensation  Assessment 

The  Commissioner  for  Labour  will  issue  a  Certificate  of 
Compensation  Assessment  (Form  5)  to  the  employing 
department  and  the  injured  officer  setting  out  the  amount 
of  compensation  payable  under  Cap.  282. 
(Compensation  in  this  context  means  the  periodical 
payments.) 

II.  Compensation  payable 

(a)  On  receipt  of  the  Certificate  of  Compensation 
Assessment,  the  employing  department  should 
check  whether  the  periodical  payment  calculated 
by  the 
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Commissioner  for  Labour  is  correct.  If  it  is  found 
correct,  the  employing  department  should  then 
check  whether  the  salary  of  the  injured  officer 
during  his  sick  leave  is  more  than  the 
compensation  payable  as  calculated  by  the 
Commissioner  for  Labour. 

(b)  If  the  salary  during  the  sick  leave  period  is  more 
than  the  amount  of  compensation,  the  employing 
department  should  approve  the  compensation 
payment  (in  case  the  injured  officer  is  a  directorate 
officer,  the  Secretary  for  the  Civil  Service's 
approval  to  the  payment  of  compensation  should 
be  sought)  and  ensure  that  the  sick  leave  salary  is 
paid  to  the  injured  officer  within  2 1  days  from  the 
date  of  issue  of  Certificate  of  Compensation 
Assessment  by  the  Commissioner  for  Labour  and  - 

(i)  if  the  payment  of  compensation  falls  due 
before  the  pay  day  of  that  month,  the 
employing  department  should  send  to  the 
Director  of  Accounting  Services  a  copy  of 
Fonn  2  and  a  payment  voucher  for  the  full 
amount  of  compensation  for  his  sick  leave 
period  together  with  a  payroll  input  fonn 
(Pay  3)  for  recovery  of  the  same  amount 
from  the  next  payment  of  his  salary; 

(ii)  if  the  payment  of  compensation  falls  due 
after  the  pay  day  of  that  month,  no  further 
action  needs  to  be  taken  by  the  employing 
department. 

The  vote  chargeable  for  the  payment  voucher  and 
the  deduction  code  for  the  Payroll  Input  Form  (Pay 
3)  can  be  obtained  from  the  Pensions  Division  of 
the  Treasury. 

(c)  If  the  salary  during  the  sick  leave  period  is  less 
than  the  amount  of  compensation,  the  employing 
department  should  within  seven  days  from  the  date 
of  issue  of  Certificate  of  Compensation 
Assessment  send  a  copy  of  the  certificate  together 
with  a  copy  of  Form  2  or  2 A  to  the  Director  of 
Accounting  Services  for  verification  of  the  amount 
payable.  After  verification,  the  employing 
department  should  approve  the  compensation 
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payment  (in  case  the  injured  officer  is  a  directorate 
officer,  the  Secretary  for  the  Civil  Service's 
approval  to  the  payment  of  compensation  should 
be  sought)  and  ensure  that  the  compensation  is 
made  to  the  injured  officer  within  2 1  days  from  the 
date  of  issue  of  the  Certificate  of  Compensation 
Assessment  by  the  Commissioner  for  Labour,  and 


(i)  if  the  payment  of  compensation  falls  due 
before  the  pay  day  of  that  month,  the 
employing  department  should  also  send  to 
the  Director  of  Accounting  Services,  a 
payment  voucher  for  the  full  amount  of 
compensation  and  a  memorandum  setting 
out  the  total  amount  of  the  injured  officer's 
salary  and  allowances  etc.,  for  the  sick  leave 
period  together  with  a  Payroll  Input  Form 
(Pay  3)  for  recovery  from  the  next  payment 
of  his  salary; 

(ii)  if  the  due  date  falls  after  the  pay  day  of  that 
month,  the  employing  department  should 
also  send  to  the  Director  of  Accounting 
Services  a  payment  voucher  for  the  payment 
of  the  balance  of  compensation  due  to  the 
injured  officer,  i.e.  the  amount  of 
compensation  less  salary  and  allowances  etc. 
already  paid  for  the  sick  leave  period. 

The  vote  chargeable  for  the  payment  voucher  and 
the  deduction  code  for  the  Payroll  Input  Form  (Pay 
3)  can  be  obtained  from  the  Pensions  Division  of 
the  Treasury. 

III.  Objection  to  assessment  of  compensation 

If  the  amount  of  compensation  calculated  by  the 
Commissioner  for  Labour  is  considered  to  be  incorrect, 
the  Director  of  Accounting  Services  should  request  the 
employing  department  to  raise  an  objection  to  the 
amount  of  compensation  payable  within  14  days  from 
S.  16A(3)  the  date  of  issue  of  the  Certificate  of  Compensation 

Assessment.  The  injured  officer/employing  department 
may  also  raise  an  objection  within  the  above  time  limit 
if  he/it  does  not  agree  with  the  amount  of  compensation 
payable.  In  case  the  injured 
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officer  is  a  directorate  officer,  the  employing  department 
should  get  the  Secretary  for  the  Civil  Service's  agreement 
before  raising  an  objection.  The  objection  should  be 
copied  to  the  other  party  and  also  to  the  Secretary  for  the 
Civil  Service  if  the  injured  officer  is  a  directorate  officer. 
Upon  receipt  of  such  objection,  the  Commissioner  for 
Labour  will  then  review  the  assessment  and  issue  a 
Certificate  of  Review  of  Compensation  Assessment 
(Form  6)  confirming  or  varying  the  previous  assessment. 
Having  received  the  review  certificate,  the  procedure  set 
out  in  paragraph  4C  II  above  should  again  be  followed 
with  the  time  limits  counting  from  the  date  of  issue  of  the 
Certificate  of  Review  of  Compensation  Assessment.  Any 
objection  to  Certificate  of  Review  of  Compensation 
Assessment  should  be  raised  to  the  District  Court. 
Employing  Department  should  get  the  Secretary  for  the 
Civil  Service's  agreement  before  objecting  to  Certificate 
of  Review  of  Compensation  assessment  if  the  injured 
officer  is  a  directorate  officer. 

D.  Permanent  incapacity  suffered 

I.  Issue  of  Certificate  of  Assessment 

The  Ordinary/Special  Assessment  Board  will  issue  a 
Certificate  of  Assessment  (Fonn  7)  to  the  employing 
department  and  the  injured  officer  specifying  the  sick 
leave  period  and  the  percentage  of  loss  of  earning 
capacity. 

II.  Objection  to  assessment 


If  the  employing  department  or  the  injured  officer  does 
not  agree  with  the  period  of  sick  leave  and/or  degree  of 
permanent  incapacity  assessed  by  the  Ordinary/Special 
Assessment  Board,  it/he  should  raise  an  objection  to  the 
Board  within  14  days  from  the  issue  of  the  Certificate  of 
Assessment.  In  case  the  injured  officer  is  a  directorate 
officer,  the  employing  department  should  get  the 
Secretary  for  the  Civil  Service's  agreement  before  raising 
an  objection.  The  Objection  should  be  copied  to  the  other 
party  and  also  to  the  Secretary  for  the  Civil  Service  if  the 
injured  officer  is  a  directorate  officer.  After  review,  the 
Board  will  issue  a  Certificate  of  Review  of  Assessment 
(Form  9)  confirming  or  varying  the 
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S.  18  previous  assessment.  Any  objection  to  Certificate  of 

Review  of  Assessment  should  be  raised  to  the  District 
Court.  Employing  Department  should  get  the  Secretary 
for  the  Civil  Service's  agreement  before  objecting  to 
Certificate  of  Review  of  Assessment  if  the  injured  officer 
is  a  directorate  officer. 


III.  Compensation  payable 

(a)  The  employing  department,  on  receipt  of  the 
Certificate  of  Assessment  or  Certificate  of  Review 
of  Assessment,  should  prepare  the  G.F.  330(R)(2) 
and  calculate  the  compensation  payable  under  Cap. 
282.  If  the  officer  is  permanently  injured  - 

(i)  in  the  actual  discharge  of  his  duty; 

(ii)  not  due  to  his  own  serious  and  wilful 
misconduct;  and 

(iii)  on  account  of  circumstances  specifically 
attributable  to  the  nature  of  his  duty, 

he  is  eligible  for  an  award  under  Regulation  3 1  of 
the  Pensions  Regulations,  Cap.  89  if  he  is  on  the 
Old  Pension  Scheme  or  Section  14/15  of  the 
Pension  Benefits  Ordinance,  Cap.  99  if  he  is  on  the 
New  Pension  Scheme,  the  employing  department 
should  also  calculate  the  amount  of  the  additional 
pension  payable,  and  request  him  to  make  an 
option  for  receiving  either  employee's 
compensation  under  Cap.  282  or  an  additional 
pension  under  Regulation  31  of  the  Pensions 
Regulations,  Cap.  89  or  Section  14/15  of  the 
Pension  Benefits  Ordinance,  Cap.  99.  The  option 
should  be  made  within  seven  days  from  the  date  of 
Assessment  or  Certificate  of  Review  of 
Assessment  by  the  Ordinary/Special  Assessment 
Board.  The  option,  once  made,  is  irrevocable.  It  is 
important  that  both  the  eligibility  criteria  for  award 
of  employees’  compensation  and  additional 
pension  should  be  established  before  the  injured 
officer  is  given  an  option  between  the  awards. 
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Mar.  99  (b)  If  any  officer  was  injured  as  a  result  of  his  duties 

with  an  auxiliary  service,  he  may  have  a  further 
alternative  of  opting  for  an  award  under  the 
legislation  governing  the  auxiliary  service 
grantable  to  him  at  the  time  of  termination  of  such 
service,  provided  that  the  criteria  for  such  award 
are  satisfied. 

IV.  Option  for  employees’  compensation 

(a)  If  an  injured  officer  opts  for  employee's 
compensation  under  Cap.  282,  the  employing 
department  should  immediately  send  the  G.F. 
330(R)(2)  together  with  a  copy  each  of  the  injured 
officer's  option  fonn,  Fonn  2  or  2A  and  Certificate 
of  Assessment  or  Certificate  of  Review  of 
Assessment  by  hand  to  the  Pensions  Division  of 
the  Treasury  for  verification  of  the  amount  of 
compensation  payable.  After  verification  by  the 
Director  of  Accounting  Services,  the  G.F. 
330(R)(2)  should  be  returned  to  the  employing 
department  within  14  days  from  the  date  of  issue  of 
the  Certificate  of  Assessment  or  Certificate  of 
Review  of  Assessment.  The  employing  department 
should  ensure  that  the  time  limit  is  observed. 

(b)  On  receipt  of  the  verified  G.F.  330(R)(2),  the 
employing  department  should  approve  the 
compensation  payment  (in  case  the  injured  officer 
is  a  directorate  officer,  the  Secretary  for  the  Civil 
Service's  approval  to  the  payment  of  compensation 
should  be  sought)  and  - 

Mar.  99  (i)  If  the  accident  happens  on  or  after  1.7.96  (or 

if  it  happened  before  1.7.96  and  the  assessed 
permanent  incapacity  did  not  exceed  5%) 

(A)  Send  a  copy  of  G.F.  330(R)(2)  to  the 
Commissioner  for  Labour  who,  after 
assessing  the  compensation  payable, 
will  issue  a  Certificate  of 
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Compensation  Assessment  to  the 
employing  department  and  the  injured 
officer  stating  the  amount  of 
compensation  and  details  of  the 
assessment. 

S.  16A(3)  Within  14  days  from  the  date  of  issue 

of  the  certificate,  if  there  is  any 
objection  by  either  party,  it  must  be 
made  in  writing  to  the  Commissioner 
for  Labour  and  copied  to  the  other 
party.  If  the  injured  officer  is  a 
directorate  officer,  the  employing 
department  should  get  the  Secretary 
for  the  Civil  Service's  agreement 
before  raising  an  objection. 
Furthermore,  the  objection  should  be 
copied  to  the  Secretary  for  the  Civil 
Service. 

If  no  objection  is  raised,  the  employing 
department  should  make  payment  in 
the  same  way  as  described  in  paragraph 
4C  11(b)  and  (c)  above  within  2 1  days 
from  the  date  of  issue  of  the  certificate. 

(C)  If  there  is  an  objection,  the 
Commissioner  for  Labour,  after 
receiving  it,  will  review  the  assessment 
and  issue  a  Certificate  of  Review  of 
Compensation  Assessment  confirming 
or  varying  the  previous  assessment. 
Having  received  the  review  certificate, 
the  employing  department  should 
follow  payment  procedure  in 
paragraph  4C  II  (b)  and  (c)  above.  Any 
S.18  objection  to  Certificate  of  Review  of 

Compensation  Assessment  should  be 
raised  to  the  District  Court.  The 
employing  department  should  get  the 
Secretary  for  the  Civil  Service's 
agreement  before  objecting  to  the 
Certificate  of  Review  of  Compensation 
Assessment  if  the  injured  officer  is  a 
directorate  officer. 


S.  16A(9)  (B) 
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(ii)  If  the  accident  happened  before  1.7.96  and 
the  assessed  permanent  incapacity  is  greater 
than  5% 


(A)  The  employing  department  should 

enter  into  an  agreement  with  the 
injured  officer  not  later  than  the  21st 
day  from  the  date  of  issue  of  the 
Certificate  of  Assessment  or 
Certificate  of  Review  of  Assessment. 
In  case  the  injured  officer  is  a 
directorate  officer,  before  the 
agreement  is  entered  into,  the 

employing  department  should  submit 
it  to  Secretary  for  the  Civil  Service  for 
approval. 

(B)  Within  three  days  after  the  agreement 

is  entered  into,  the  employing 
department  should  submit  it  in 
triplicate  together  with  a  copy  of  G.F. 
330(R)(2)  to  the  Commissioner  for 
Labour  for  approval.  If  the 

Commissioner  for  Labour  refuses  to 
approve  the  agreement  and  requires 
amendments  to  be  made,  the 

employing  department  should 
re-submit  the  amended  agreement  to 
reach  the  Commissioner  for  Labour 
within  10  days  from  the  date  on  which 
the  agreement  is  returned  to  the 
employing  department.  If  there  is  any 
change  in  the  amount  of  compensation, 
the  employing  department  should  send 
a  copy  of  the  amended  agreement  and  a 
copy  of  G.F.  330(R)(2)  to  the  Director 
of  Accounting  Services  for  verification 
of  the  new  compensation  amount 
before  submitting  them  to 
Commissioner  for  Labour.  In  case  the 
injury  officer  is  a  directorate  officer, 
the  employing  department  should  seek 
the  Secretary  for  the  Civil  Service's 
approval  to  the  amended  agreement 
before  re-submitting  it  to  the 
Commissioner  for  Labour. 
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(C)  On  receipt  of  the  approved  agreement, 
the  employing  department  should 
prepare  a  payment  voucher  and  send  it 
to  the  Pensions  Division  of  the 
Treasury  by  hand  to  reach  that  Division 
at  least  seven  working  days  before  the 
due  date  for  payment,  which  is  the  2 1st 
day  from  the  date  of  approval  of  the 
S.17A  agreement.  The  employing  department 

should  ensure  that  payment  is  effected 
before  the  due  date.  A  copy  of  the 
approved  agreement,  together  with  the 
original  copy  of  GF  330(R)(2),  should 
be  attached  to  the  payment  voucher 
with  the  due  date  written  on  it. 

V.  Option  for  additional  pension 

If  an  injured  officer  opts  for  an  additional  pension  under 
Regulation  31  of  the  Pensions  Regulations,  Cap  89  or 
Section  14/15  of  the  Pension  Benefits  Ordinance,  Cap  99, 
the  employing  department  should  send  the  GF  330(R)(2) 
together  with  a  copy  each  of  the  injured  officer's  option 
form,  Fonn  2  or  2A  and  Certificate  of  Assessment  or 
Certificate  of  Review  of  Assessment  to  the  Director  of 
Accounting  Services  for  verification  of  the  amount  of  the 
additional  pension  payable.  In  case  the  injured  officer  is 
a  directorate  officer,  the  GF  330(R)(2)  together  with  the 
following  documents  should  then  be  sent  to  the  Secretary 
for  the  Civil  Service  for  record: 

(i)  duty  list  of  the  officer  at  the  time  of  injury 

(ii)  witness  report 

(iii)  personal  statement  from  injured  officer  on  the 
accident 

(iv)  Form  2 

(v)  medical  report 

(vi)  officer's  written  option  for  additional  pension 
(option  form) 

(vii)  detailed  accident  report 

(viii)  officer’s  option  form  for  New  Pension  Scheme 
(NPS)  if  he  has  opted  for  it. 
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March  96  In  case  the  injured  officer  is  a  directorate  officer,  the  last 

part  of  GF  330(R)(2)  should  be  completed  by  Civil 
Service  Branch  after  the  Secretary  for  the  Civil  Service 
has  noted  the  officer's  option  for  additional  pension.  For 
cases  where  the  injured  officer  is  a  non-directorate 
officer,  the  employing  department  should  complete  the 
last  part  of  GF  330(R)(2)  (para  20  to  be  deleted)  and 
forward  a  copy  of  the  form  together  with  the  injured 
officer's  option  form  to  the  Commissioner  for  Labour 
and  the  Director  of  Accounting  Services  for  information. 
No  further  action  is  required  until  the  officer  retires. 

(i)  Action  to  be  taken  when  an  officer  who  opts  for 

additional  pension  retires  from  service 

(A)  When  the  officer  is  about  to  retire  from 
service,  the  employing  department  should 
request  the  Director  of  Operations,  Hospital 
Authority  to  convene  a  medical  board  to 
assess  the  degree  of  pennanent  incapacity 
suffered  by  the  officer  and  to  advise  the  time 
the  officer's  degree  of  pennanent  incapacity, 
if  any,  needs  to  be  reviewed  if  the  board 
considers  it  necessary. 

(B)  On  receipt  of  the  medical  board  findings,  and 
if  the  officer  is  still  found  to  have  suffered 
permanent  incapacity,  the  employing 
department  should  detennine  whether  the 
additional  pension  should  be  reduced  under 
Regulation  31  of  the  Pensions  Regulations 
Cap  89/Regulation  23  of  the  Pension 
Benefits  Regulations  Cap  99.  If  the  officer  is 
a  directorate  officer,  the  employing 
department  should  write  to  the  Secretary  for 
the  Civil  Service  for  detennination. 

(C)  The  employing  department  (upon 
confirmation  by  the  Secretary  for  the  Civil 
Service  in  the  case  of  directorate  officers) 
should  then  complete  GF  29B  and  forward  it 
to  the  Director  of  Accounting  Services  for 
processing.  After  the  computation  has  been 
approved  by  the  approving  authority, 
payment  will  be  arranged  by  the  Director  of 
Accounting  Services  accordingly. 
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(D)  The  employing  department  should  inform 
the  officer  of  the  approved  rate  of  additional 
pension  and  of  any  reviews  recommended  by 
the  Director  of  Operations,  Hospital 
Authority,  and  also  advise  the  officer  to 
report  any  significant  improvements  or 
deteriorations  in  his  permanent  incapacity  so 
that  the  rate  of  additional  pension  can  be 
re-assessed  if  necessary 

(E)  When  a  review  of  the  officer's  permanent 
incapacity  recommended  by  the  Director  of 
Operations,  Hospital  Authority  is  due,  or  if 
the  officer  reports  changes  to  his  permanent 
incapacity,  the  department  should  arrange 
with  the  Director  of  Operations,  Hospital 
Authority  for  a  medical  board  to  be 
convened,  if  the  officer  is  residing  in  Hong 
Kong.  If  changes  to  the  degree  of  the 
officer's  pennanent  incapacity  are  assessed 
by  the  medical  board,  the  department,  in  the 
case  of  non-directorate  officers,  should 
determine  whether  the  additional  pension 
payable  should  be  revised  or,  in  the  case  of 
directorate  officers,  write  to  Secretary  for  the 
Civil  Service  for  determining  whether  the 
additional  pension  should  be  revised.  If  it  is 
confirmed  that  the  additional  pension  should 
be  revised,  the  department  should  prepare  a 
fresh  GF  29B  and  forward  it  to  the  Director 
of  Accounting  Services  to  arrange  for 
payment. 

(F)  If  the  officer  is  residing  outside  Hong  Kong, 
the  department  should  request  the  Secretary 
for  the  Civil  Service  to  arrange  for  a 
re-assessment  of  the  officer's  incapacity 
when  the  review  is  due  or  when  the  officer 
reports  changes  to  his  permanent  incapacity. 
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B.  FATAL  CASES  (A  flow  chart  of  the  procedural  steps  involved  is  at 

Appendix  B) 

1 .  Notification  of  accident 

Permanent  Secretaries/Heads  of  Departments  have  a  statutory 
duty  to  inform  the  Commissioner  for  Labour  of  the  fatal  injury 
within  seven  days  of  the  occurrence  of  an  accident  or  within 
seven  days  of  the  department  becoming  aware  of  the  accident 
if  it  is  not  notified  to  the  department  immediately.  This 
information  should  be  sent  to  the  Commissioner  for  Labour  on 
Form  2,  or  Form  2A  in  case  of  death  due  to  occupational 
disease,  in  duplicate  before  any  other  action  is  taken  regarding 
compensation.  If  the  officer  is  a  directorate  officer,  a  copy  of 
the  form  should  also  be  sent  to  the  Secretary  for  the  Civil 
Service,  to  serve  as  a  preliminary  notification  of  the  accident. 
Where  a  Form  2  or  Fonn  2 A  has  been  submitted  on  a  non- fatal 
accident  and  the  case  subsequently  becomes  a  fatal  one,  a 
further  copy  of  Form  2  or  Form  2A  with  a  covering  report 
should  be  sent  to  the  Commissioner  for  Labour,  and,  in  the 
case  of  a  directorate  officer,  also  to  the  Secretary  for  the  Civil 
Service.  Care  should  be  taken  to  ensure  that  the  nature  of  the 
injury,  the  description  of  the  accident,  the  place  of  occurrence 
and  correct  earnings  during  the  relevant  period  are  all  set  out  in 
detail. 

2.  Request  for  calculation  of  compensation  amount 

(a)  As  soon  as  possible  after  the  accident,  the  department 
should  send  a  memorandum  to  the  Commissioner  for 
labour,  with  a  copy  to  the  Director  of  Accounting 
Services  (and  to  the  Secretary  for  the  Civil  Service  in  the 
case  of  directorate  officers)  covering  the  following 
points  : 

Earnings 

(i)  The  officer's  earnings  over  the  year  up  to  the  date 
of  the  accident  must  be  tabulated  by  reference  to 
Sections  3  and  1 1  of  the  Employees'  Compensation 
Ordinance.  Basic  salary  must  be  shown  together 
with  overtime  allowances  and  any  other 
allowances  for  work  done  if  the  overtime  and  other 
allowances  are  of  a  constant  and  non-intermittent 
character  (see  Appendix  C). 

(ii)  The  department  should  also  list  any  payments 
made  to  the  officer  between  the  date  of  the 
accident  and  the  date  of  his  death. 

(iii)  If  the  officer  was  injured  while  working  as  a 
member  of  the  auxiliary  services,  payments  made 
to  him  by  both  the  auxiliary  service  and  his  own 
employer  should  be  listed. 
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Date  of  birth 

Ensure  that  the  date  of  birth  is  correct  and  is  verified 
against  departmental  records.  In  the  case  of  a  causal 
worker  or  a  non-civil  servant  who  is  a  member  of  the 
auxiliary  services,  a  copy  of  his  birth  certificate  or  other 
admissible  proofs  should  be  attached  to  the 
memorandum. 

(b)  The  Commissioner  for  Labour  will  inform  the 
department  in  writing  the  amount  of  compensation 
payable  under  the  Employees'  Compensation  Ordinance, 
Cap  282  while  the  Director  of  Accounting  Services  will 
inform  the  amount  of  dependant  pension  that  may  be 
granted  under  the  Pensions  Ordinance,  Cap  89  or  the 
Pension  Benefits  Ordinance,  Cap  99. 

March  96  3.  Eligibility  for  employees'  compensation  and  dependant 

pension 

(a)  The  department  should  also  send  a  memorandum  to  the 
Secretary  for  Justice  (or  to  the  Secretary  for  the  Civil 
Service  in  the  case  of  a  directorate  officer)  enclosing  the 
following  documents: 

(i)  duty  list  of  the  deceased  officer  at  the  time  the 
accident  occurred 

(ii)  Form  2  or  Form  2 A  (if  not  submitted  under 
paragraph  1) 

(iii)  detailed  accident  report 

(iv)  police  investigation  report 

(v)  medical  report  or  coroner’s  report 

(vi)  witness  report 

(vii)  death  certificate  of  the  deceased  officer. 

Furthermore,  the  department  should  state  whether,  in  its 
opinion,  the  Government  is  liable  to  pay  compensation  under 
Section  5  of  the  Employees'  Compensation  Ordinance  or 
dependant  pension  under  Section  18  of  the  Pensions  Ordinance, 
Cap  89  or  Section  19  of  the  Pension  Benefits  Ordinance,  Cap 
99.  If  the  department  feels  that  the  Government  may  not  be 
liable  under  any  of  the  above  provisions,  full  details  must  be 
given  in  the  memorandum. 
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(b)  Government  would  be  liable  if  the  injury  arose  out  of  an 
accident  while  the  officer  was  working  (e.g.  not 
travelling  from  home  to  office)  even  though  he  might 
have  been  acting  contrary  to  instructions.  There  are  a 
number  of  provisos,  the  most  important  of  which  are 

(i)  if  the  injury  was  attributable  to  serious  and  wilful 
misconduct  of  the  officer  or  if  it  was  deliberately 
aggravated  by  him,  the  compensation  may  be 
reduced  by  the  Court  (if  this  is  thought  to  be  the 
case,  department  should  give,  in  full,  the  reasons 
for  so  thinking); 

(ii)  no  compensation  is  paid  for  deliberate  self-injury; 
and 

(iii)  no  compensation  is  paid  if  the  officer  dies  from  an 
injury  after  having  knowingly  falsely  represented 
to  the  Government  that  he  was  not  already 
suffering  from  that  injury  or  a  similar  one. 

(c)  If  an  officer  dies  as  a  result  of  injuries  received:  - 

(i)  in  the  actual  discharge  of  his  duty;  and 

(ii)  not  due  to  his  own  serious  and  wilful  misconduct; 
and 

(iii)  on  account  of  circumstances  specifically 
attributable  to  the  nature  of  his  duty, 

his  dependants  may  quality  for  a  pension  under  Section 

18  of  the  Pensions  Ordinance,  Cap.  89  or  Section  19  of 
Pension  Benefits  Ordinance,  Cap.  99.  Similar  provision 
exists  in  the  legislations  governing  the  auxiliary 
services. 

(d)  It  should  be  noted  that  only  one  kind  of  award  can  be 
paid  to  an  officer's  dependants  and  that  they  must  opt 
either  for  employees'  compensation,  or  a  pension  under 
Section  18  of  the  Pensions  Ordinance,  Cap.  89  or  Section 

19  of  the  Pension  Benefits  Ordinance,  Cap.  99,  or,  if 
applicable,  an  award  under  the  legislation  governing  an 
auxiliary  service  if  the  criteria  for  granting  of  the 
concerned  compensation  are  all  met. 
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(e)  Dependants  should  not  be  asked  to  make  an  option  until 
after  the  officer's  eligibility  for  statutory  compensation 
under  Sections  5  and  6  of  the  Employees'  Compensation 
Ordinance,  Cap  282  and/or  Section  18  of  the  Pensions 
Ordinance,  Cap  89  or  Section  19  of  the  Pension  Benefits 
Ordinance,  Cap  99  has  been  confirmed  by  the  approving 
authority  and  the  comparative  benefits  payable  under  the 
Employees'  Compensation  Ordinance,  Cap  282,  the 
Pensions  Ordinance,  Cap  89,  the  Pension  Benefits 
Ordinance,  Cap  99  and  the  legislation  governing  the 
auxiliary  services,  if  applicable,  have  all  been  computed. 

Dependants'  option  between  employees'  compensation  and 
dependant  pension 

After  the  Permanent  Secretary/Head  of  Department  (or  the 
Secretary  for  the  Civil  Service  in  the  case  of  directorate 
officers)  is  satisfied  that  the  officer  is  eligible  for 
compensation  under  Sections  5  and  6  of  the  Employees’ 
Compensation  Ordinance,  Cap  282  and/or  Section  18  of  the 
Pensions  Ordinance,  Cap  89  or  Section  19  of  Pension  Benefits 
Ordinance,  Cap  99  and  has  certified  to  that  effect,  the 
dependants  should  be  asked  to  make  the  option  in  writing 
(specimen  at  Appendix  E).  When  making  the  option,  the 
dependants  should  be  reminded  that  actual  compensation 
under  the  Employees'  Compensation  Ordinance,  Cap  282  is  to 
be  decided  by  the  Court  taking  into  consideration  the  degree  of 
dependence  of  the  dependants.  A  copy  of  the  dependant's 
written  option  should  be  sent  to  the  Commissioner  for  Labour 
(and  to  the  Secretary  for  the  Civil  Service  in  the  case  of 
directorate  officers). 

Dependants  opt  for  employees'  compensation 

(a)  If  the  dependants  opt  for  benefits  payable  under  the 
Employees'  Compensation  Ordinance,  Cap  282  or  if 
there  is  any  dispute  on  the  liability  to  pay  compensation 
or  the  amount  of  compensation  payable,  the 
Commissioner  for  Labour  will  assist  them  to  make  an 
application  to  the  District  Court. 

(b)  On  receipt  of  a  notification  *from  the  District  Court  that 
the  application  will  be  heard,  the  Secretary  for  Justice 
should  immediately  seek  instructions  from  Permanent 
Secretary/Head  of  Department  (or,  in  the  case  of 
directorate  officers,  the  Secretary  for  the  Civil  Service, 
who  will  consult  the  department,  if  necessary,)  as  to 
whether  the  Government  should: 
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(i)  admit  liability  for  compensation; 

(ii)  contest  the  amount  of  compensation  claimed  by 
the  applicants;  and 

(iii)  seek  strict  proof  of  dependence  by  the  applicants. 

On  receipt  of  the  necessary  instructions,  a  member  of  the 
Department  of  Justice  will  attend  the  hearing  to  oversee 
Government's  interests  if  the  Secretary  for  Justice 
considers  it  necessary. 

(*  If  the  notification  is  sent  to  department,  department 
should  send  a  memo  with  a  copy  of  the  notification  to  the 
Secretary  for  Justice  requesting  him  to  take  necessary 
action.  The  memo  should  be  copied  to  the  Secretary  for 
the  Civil  Service  in  the  case  of  directorate  officers.) 

(c)  Subject  to  the  District  Court's  decision,  compensation 
calculated  at  the  rates  provided  in  Section  6  of  the 
Employees'  Compensation  Ordinance,  Cap  282  will  be 
paid  by  order  of  the  Court  to  the  dependants.  Interest  is 
normally  awarded  by  the  Court  on  the  compensation 
payable  to  the  dependants  from  the  date  of  accident  to 
the  date  when  the  Court  delivers  its  judgement  on  the 
case.  Thus,  the  employing  department  should  ensure 
that  the  case  is  processed  as  expeditiously  as  possible. 

March  96  6.  Dependants  opt  for  dependant  pension 

If  the  dependants  opt  for  benefits  payable  under  the  Pensions 
Ordinance,  Cap  89/Pension  Benefits  Ordinance,  Cap  99,  the 
employing  department  should  complete  GF  29  as  soon  as  the 
option  is  made  and  forward  it  to  the  Director  of  Accounting 
Services,  the  Director  of  Audit  (and  the  Secretary  for  the  Civil 
Service  in  the  case  of  directorate  officers),  as  appropriate,  for 
payment. 
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Appendix  A 


A  Flow  Chart  of  the  Main  Procedural  Steps  for  NON-FATAL  CASES 


The  employing  department  carries  out 
investigation  after  the  accident  occurred  [Para  A 1] 


The  approving  authority  determines  the 
officer’s  eligibility  for  compensation  under 
Cap.  282  [Para  A2] 


eligible  ineligible 


I 

If  sick  leave  is  more  than  7 
days  or  the  officer  believes 
that  he  suffered  from  any 
permanent  incapacity, 
notify  C  for  L  by 
completing  Form  2  or  2A 
within  14  days  of  the 
accident. 

[Para  A4A,  B] 


If  sick  leave  is  more  than  3 

If  sick  leave  is  not 

If  the  officer  does 

If  the  officer  [Para  A2(e)] 

days  but  not  more  than  7  days 

more  than  3  days  and 

not  claim  for 

claims  for 

and  the  officer  suffered  from 

the  officer  suffered 

compensation,  no 

compensation 

no  permanent  incapacity,  agree 

from  no  permanent 

further  action. 

under  Cap. 

the  amount  of  compensation 

incapacity,  make 

282,  notify  C 

payable  with  the  officer.  After 

periodical  payments 

for  L  on  Fonn 

then,  notify  C  for  L  on 

on  the  officer’s 

2  or  2  A  or  2B 

Form  2  or  2A  within  14  days  of 

nonnal  pay  days. 

within  14 

the  accident  and  ensure  that  the 

Notify  C  for  L  on 

days  of  the 

compensation  is  paid  to  the 

Fonn  2B  within  14 

accident. 

officer  on  the  normal  pay  day 

days  of  the  accident. 

of  the  month. 

[Para  A2A(a)  to  (b)] 

[Para  A3  (a)  to  (d)] 


relapse  no  relapse 

I 

Apply  for  cancellation  of 
agreement  to  the  C  for  L  as 
soon  as  possible  but  not  later 
than  6  months  from  the  date 
on  which  the  agreement  on 
the  compensation  amount 
was  entered  into  with  the 
officer.  [Para  A3(e)] 

I 

f  1 

◄ -  Approved  Not  approved  - ► 


no  further  action 


no  permanent  incapacity 
involved  or  assessment  by 
Ordinary/Special 
Assessment  Board  not 
required 


See  Appendix  A(i) 
[Para  A4C] 


permanent  incapacity 
involved  or  assessment 
by  Ordinary/Special 
Assessment  Board 
required 


See  Appendix  A(ii) 
[Para  A4D] 


Amendment  No.  33/99 


Annex  4.5 


Appendix  A(i) 


C  for  L  issues 

Certificate  of  Compensation 
Assessment 


[Para  A4C  I] 


check  whether  compensation  calculated  is  correct 


no  objection 
within  14  days 


check  if  the  salary  during  the 
sick  leave  period  is  more  or  <- 

less  than  the  amount  of  [Para 

compensation  required  to  be  A4C 

made  11(a)] 


[Para  A4C  11(a)] 

objection  within 
14  days 


no  objection 


The  “Certificate  of 
Compensation  Assessment” 
referred  to  in  the  following 


C  for  L  issues 
Certificate  of  Review 
of  Compensation  - 
Assessment 


authority  should 
approve  payment 
and  ensure  that  the 
compensation  is 
paid  to  the  officer 
within  21  days 
from  the  date  of 
issue  of  Certificate 
of  Compensation 
Assessment 


[Para 

A4C 

11(b)] 


Compensation 
Assessment  and  a  copy 
of  Form  2  or  2  A  to  DAS 
for  verification  within  7 
days 


[Para 

A4C 

11(c)] 


verified 


incorrect  amount 
of  compensation 


objection 


DAS  should  request  [Para 

the  employing  A4C 

department  to  raise  III] 

objection  within  14  - 

days  from  the  date  of 
issue  of  the  Certificate 
of  Compensation 
Assessment 


Objection  to 


Certificate  of 

Compensation 

Assessment 


Objection  to  Certificate  of 
Review  of  Compensation 
▼  Assessment 

District  Court  - 
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Appendix  A(ii) 


Mar.  99 


[Para  A4D  II] 


Appendix  A(i) 
[Para  A4D  IV 
(b)(i)] 


Ordinary/Special  Assessment  Board 
issues  Certificate  of  Assessment 


[Para  A4D(I)] 


of  Review  of 
Assessment 


v 

District 

Court 


this  route  should  be 
retitled  “Certificate  of 
Review  of  Assessment” 


objection 


opting  for  employees 
compensation 


On  receipt  of  Certificate  of 
Assessment  from  Ordinary/Special 
Assessment  Board,  prepare  GF 
330(R)(2)  and  calculate  the 
compensation  payable  under  Cap 
282  and,  if  applicable;  the  amount 
of  additional  pension  payable  under 
pensions  legislation  and  request  the 
injured  officer  to  make  an  option,  if 
applicable,  in  the  form  at  Appendix 
D  within  7  days  from  the  date  of 
issue  of  Certificate  of  Assessment. 


Appendix  A(i) 


[Para  A4D  III] 


i 


Send  GF  330(R)(2)  with  one  copy  each 
of  injured  officer’s  option  form, 
Certificate  of  Assessment  and  Form  2 
or  2A  by  hand  to  DAS  for  verification 


[Para  A4D  IV,  V] 


opting  for 
additional  pension 


Approving  authority  should  [Para  A4D  IV] 

approve  the  compensation 

payment 


if  the  accident  happens  on  or 
after  1 .7.96  (or  if  it  happened 
before  1.7.96  and  the  degree  of 
permanent  incapacity  did  not 
exceed  5%) 


if  the  accident  happened 
before  1.7.96  and  the 
degree  of  permanent 
incapacity  is  greater  than 


5% 


Send  a  copy  of  GF  330(R)(2)  with 

the  option  form  and  relevant 

documents  to  C  for  L,  DAS  (and  [Para  A4D  V] 

SCS  in  case  the  injured  officer  is  a 

directorate  officer)  for  information 

Bring  up  the  case  just  before  the 
officer’s  retirement 


[Para  A4D  IV(b)(ii)(A)] 


On  receipt  of  the  approved  agreement 
forward  payment  voucher  to  Treasury  at 
least  7  working  days  before  the  due  date 
for  payment  (i.e.  the  21st  day  from  the 
date  of  approval  of  agreement) 


Enter  into  an  agreement  with  the  officer  not 
later  than  the  21st  day  from  the  date  of  issue  of 
the  Certificate  of  Assessment 

I 

Submit  agreement  to  C  for  L  for  approval 

with  a  copy  of  GF  330(R)(2)  within  3  days  [Para  A4D  IV(b)(ii)(B)] 
after  it  is  entered  into 

I 

If  C  for  L  refuses  to  approve  the  agreement  and  requires  amendment, 
re-submit  the  amended  agreement  to  C  for  L  within  10  days  from  the 
date  of  return  of  agreement.  Where  there  are  changes  to  the  amount  of 
compensation,  notify  DAS  to  confirm  new  figures  before  returning 
amended  agreement  to  C  for  L. 


[Para  A4D  IV(b)(ii)(B)] 


[Para  A4D  IV(b)(ii)(C)] 
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Para  B6 


Appendix  B 


A  Flow  Chart  of  the  Main  Procedural  Steps 
for  FATAL  CASES 


Para  B 1 


Para  B2,  3 


Para  B4 


_ i t 

The  department  should  complete 
GF  29  and  forward  to  DAS, 

D  of  A  (and  SCS  in  the  case  of 
a  directorate  officer)  for 
payment 


The  case  will  be 
heard  at  the  court 


Para  B5 


pt-10(2).doc 
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Guidelines  on  Completion  of  G.F.  330  (R)(2) 

(a)  Paragraph  2  -  Date  of  birth 

ensure  that  the  date  of  birth  is  correct  and  verified  against  departmental 
records.  In  the  case  of  a  non-civil  servant  e.g.  casual  worker,  a  copy  of  his 
birth  certificate  or  other  admissible  proofs  should  be  attached  to  G.F. 
330(R)(2). 

(b)  Paragraph  7  -  Officer’s  earnings 
ensure  that 

(i)  overtime  earnings  and  other  allowances  (e.g.  shift  duty  allowance) 
should  be  included  in  the  final  column  on  "Allowance  and  other 
benefits"  if  they  are  constant  and  not  intennittent  in  nature  and  are 
remunerations  for  the  work  done.  Travelling  expenses  should  not  be 
included;  and 

(ii)  overtime  and  other  allowances  for  the  work  done  should  be  regarded  as 
constant  and  not  intermittent  if  the  officer  has  earned  the  allowance  in  at 
least  6  months  of  the  past  12  months  (if  the  officer  has  joined  service  for 
less  than  12  months,  he  should  have  earned  the  allowance  in  at  least  half 
of  the  months  he  has  been  in  service); 

If  in  doubt,  the  Commissioner  for  Labour  should  be  consulted.  If  the  injured 
officer  is  aggrieved  because  he  feels  that  the  overtime  he  has  worked  was 
constant  and  not  intermittent  but  was  not  included  in  the  assessment  of 
Employees'  Compensation,  it  is  open  to  him  to  take  his  case  to  court.  He 
should  contact  the  Employees'  Compensation  Division  of  the  Labour 
Department  for  advice.  Departments  are  urged  to  give  an  officer  who  feels 
aggrieved  every  assistance. 

If  the  injured  officer  had  other  employment  e.g.  member  of  an  auxiliary 
service  and  if  his  injury  prevented  him  from  carrying  out  his  duties  in  his 
substantive  appointment  and  his  other  employment,  the  earnings  from  both 
employments  should  be  included  on  Para.  7  of  the  G.F.  330  (R)(2),  provided 
that  this  shall  not  apply  where  the  injured  officer  is  in  the  full  time 
employment  of  the  government  for  whom  he  was  working  at  the  time  of 
accident,  in  which  case  the  earnings  of  the  injured  officer  shall  be  his  earnings 
in  such  full  time  employment  of  the  government.  (Full  time  employment  here 
means  employment  for  not  less  than  40  hours  during  a  minimum  period  of  5 
days  in  any  1  week.)  Documentary  evidence  on  the  earnings  of  the  officer's 
other  employment  should  also  be  attached  to  G.F.  330  (R)(2). 

(c)  Paragraph  9  -  Payments  made  to  the  officer  during  sick  leave  period 

ensure  that  all  payments  made  to  the  officer  by  all  employers  during  his 
temporary  incapacity  since  the  accident  are  recorded. 
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(d)  Paragraph  10  -  Eligibility  for  compensation  under  Cap.  282  or 
an  award  under  Cap.  89/99 

(i)  ensure  that  the  injured  officer  is  not  disqualified  from  compensation  by 
Section  5  of  the  Employees'  Compensation  Ordinance.  If  an  injury 
comes  to  light  after  the  officer  has  falsely  represented  to  the  Government 
that  he  was  not  already  suffering  from  that  injury  or  a  similar  one,  he  is 
also  disqualified  from  compensation. 

(ii)  ensure  that,  if  the  officer  is  eligible  for  an  award  under  Regulation  3 1  of 
Pensions  Regulations,  Cap.  89/Section  14/15  of  the  Pension  Benefits 
Ordinance,  Cap.  99,  the  conditions  for  an  award  laid  down  in  that 
Regulation/Section  are  met.  If  so,  the  benefit  options  open  to  the  officer 
are  shown  in  the  following  chart  - 
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If  the  officer  was  injured  as  a  result  of  his  duties  with  an  auxiliary  service,  he 
may  qualify  for  an  award  under  the  legislation  governing  the.  auxiliary  service 
in  which  he  serves  (paras  10,  16  and  18  of  the  GF  330(R)(2)  must  be  suitably 
amended).  An  officer  will  normally  have  the  choice  between  employees' 
compensation  and  a  possible  award  under  Regulation  31  of  Pensions 
Regulations,  Cap  89  or  Section  14/15  of  Pension  Benefits  Ordinance  Cap  99. 
(Civil  servants  injured  as  a  result  of  their  duties  with  an  auxiliary  service  will 
have  the  option  of  an  award  under  the  legislation  governing  the  auxiliary 
service  as  well.  He  may  not  always  have  the  choice  because  the  conditions  of 
an  award  under  Regulation  3 1  of  Pensions  Regulations  Cap  89  or  Section 
14/15  of  Pension  Benefits  Ordinance,  Cap  99  and  under  the  Employees' 
Compensation  Ordinance,  Cap  282,  are  not  the  same  and  cases  could  arise 
where  an  officer  qualifies  under  one  but  not  the  other.) 

March  96  (e)  Paragraph  11  and  12  -  SCS's  concurrence 

(i)  (to  be  deleted  if  the  injured  officer  is  not  a  directorate  officer)  ensure  that 
a  copy  of  Form  2  or  Form  2A  together  with  a  detailed  accident  report, 
and  a  copy  of  Certificate  of  Assessment  are  attached  to  the  GF  330(R)(2) 
(the  original  Fonn  2  or  Form  2 A  will  have  been  sent  to  the 
Commissioner  for  Labour  within  14  days  of  the  accident)  before 
forwarding  it  to  the  Secretary  for  the  Civil  Service.  If  the  officer  was 
injured  in  a  traffic  accident,  a  copy  of  the  Police  traffic  accident  report  (if 
any)  and  a  sketch  map  showing  the  scene  of  the  accident  should  also  be 
attached. 

(ii)  ensure  that  paragraphs  10  and  1 1  (if  applicable)  are  signed  by  an  officer 
not  below  the  level  of  Principal  Assistant  Secretaries  of 
Bureaux/Departmental  Secretaries/Chief  Superintendent,  Conditions  of 
Service  and  Discipline  (HKPF). 

(f)  Paragraphs  13  -  16  -  Calculation  of  compensation  payable  and  officer's 
option  for  benefits 

When  completing  paragraphs  13,  14  and  15  of  GF  330(R)(2),  check  whether 
the  officer  is  qualified  for  benefits  under  the  Employees'  Compensation 
Ordinance,  Cap  282  and  for  an  additional  pension  under  Regulation  31  of 
Pensions  Regulations,  Cap  89  or  Section  14/15  of  Pension  Benefits  Ordinance, 
Cap  99.  If  so,  explain  the  advantages  of  each  to  him  and  invite  him  to  choose 
between  them.  He  should  make  an  option  in  writing  (Appendix  D),  which 
should  be  attached  to  the  GF  330(R)(2). 
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(g)  Paragraph  17  -  Forwarding  of  G.F.  330(R)(2)  to  Director  of 

Accounting  Services 

ensure  that  the  following  documents  are  attached  to  G.F.  330(R)(2)  before 
forwarding  it  to  Director  of  Accounting  Services 

(a)  a  copy  of  Form  2  or  2  A; 

(b)  a  copy  of  Certificate  of  Assessment  or  Certificate  of  Review  of 
Assessment; 

(c)  if  the  officer  was  injured  in  a  traffic  accident,  a  copy  of  the  Police 
Traffic  accident  report  (if  any)  and  a  sketch  map  showing  the  scene  of 
the  accident;  and 

(d)  if  the  injured  officer  is  a  non-civil  servant  e.g.  casual  worker,  a  copy  of 
his  birth  certificate. 

(h)  Paragraphs  21  and  22 

ensure  that  paragraphs  2 1  and  22  (if  applicable)  are  completed  and  signed  by 
appropriate  authority  before  sending  the  G.F.  330(R)(2)  to  the  Commissioner 
for  Labour,  the  Director  of  Accounting  Services  and  the  Secretary  for  the 
Civil  Service,  as  appropriate. 

In  order  to  observe  the  time  limit  as  laid  down  in  the  Employees' 
Compensation  Ordinance  in  processing  claims  for  payment  of  employees’ 
compensation,  and  to  avoid  the  payment  of  surcharge  or  fine  for  failure  to 
observe  the  provisions  of  the  law,  Departments  concerned  are  strongly 
advised  to  arrange  for  the  delivery  of  the  relevant  certificates,  forms,  and 
connected  papers  involving  such  claims  by  hand  direct  to  the  officers 
responsible  for  the  subject  matter  in  the  departments  concerned. 
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Appendix  D 


Option  for  benefits  payable  under  the 
Employees’  Compensation  Ordinance,  Cap.  282  or 
under  the  Pensions  Ordinance,  Cap.  89/ 
Pension  Benefits  Ordinance,  Cap.  99 
(non-fatal  cases) 


To  : _ 

(Head  of  Department) 


I  hereby  elect  to  receive  *  compensation  now  under  the  Employees' 
Compensation  Ordinance,  Cap.  282/such  additional  pension  as  may  become  payable 
under  the  ^Pensions  Ordinance,  Cap.  89/Pension  Benefits  Ordinance,  Cap.  99. 


2.  I  understand  that  the  amounts  and  conditions  of  payment  of  benefits  payable 

under  these  two  Ordinances  are  as  follows 

(a)  Compensation  under  the  Employees’  Compensation  Ordinance, 

Cap.  282  "  ”  “ . . 

The  amount  of  compensation  for  permanent  incapacity,  subject  to  the 
assessment  of  the  Commissioner  for  Labour,  is  $ 

(b)  An  additional  pension  under  the  *Pensions  Ordinance, 

Cap.  89/Pension  Benefits  Ordinance,  Cap.  99 

This  award  depends  on  whether  my  capacity  to  contribute  to  my  own 
support  after  the  injury  is  assessed  as  being  impaired  if  and  when  I 
retire  under  the  tenns  of  the  *Pensions  Ordinance,  Cap.  89/Pension 
Benefits  Ordinance,  Cap.  99.  Therefore,  no  award  may  eventually  be 
granted.  However,  a  provisional  assessment,  as  far  as  it  can  be  made  at 
present,  amounting  to  $  per  annum  may  be  granted  on 

retirement.  The  amount  of  the  additional  pension  may  be  reduced  to 
such  an  extent  as  the  Chief  Executive  shall  think  reasonable  where  the 
injury  is  not  the  cause  or  sole  cause  of  retirement. 
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3.  I  also  understand  that  this  election  is  irrevocable. 

Signature 

Name 

Rank 

Date 

*Delete  as  appropriate 
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Option  for  benefits  payable  under  the 
Employees’  Compensation  Ordinance,  Cap.  282  or 
under  the  Pensions  Ordinance,  Cap.  89/ 
Pension  Benefits  Ordinance,  Cap.  99 
(fatal  cases) 


To  : _ 

(Head  of  Department) 


I,  the  .  (relationship  between  the  dependant  and  the 

deceased  officer)  of  the  deceased  officer,  .  (name  and  rank), 

hereby  elect  to  receive  - 

(a)  *compensation  under  the  Employees'  Compensation  Ordinance,  Cap. 
282;  or 

(b)  ^dependant  pension  paid  on  a  monthly  basis  under  the  ^Pensions 
Ordinance,  Cap.  89/Pension  Benefits  Ordinance,  Cap.  99;  or 

(c)  *dependant  pension  (full  commutation)  under  the  ^Pensions  Ordinance, 
Cap  89/Pension  Benefits  Ordinance,  Cap.  99. 

2.  I  understand  that  the  amounts  and  conditions  of  payment  of  benefits  payable 

under  these  two  Ordinances  are  as  follows 

(a)  Compensation  under  the  Employees’  Compensation  Ordinance, 

Cap.  282 

The  maximum  amount  of  compensation  payable  is  $  .  However, 

this  compensation  is  payable  to  the  District  Court  under  Section  13  of 
the  Employees'  Compensation  Ordinance,  Cap.  282  and  the  actual 
amount  payable  and  the  method  of  payment,  i.e.  whether  in  one  lump 
sum  or  by  monthly  instalments,  will  be  determined  by  the  Court. 

(b)  Dependant  pension  under  the  *Pensions  Ordinance,  Cap.  89/Pension 
Benefits  Ordinance,  Cap.  99 

Subject  to  approval  being  given  by  the  Chief  Executive,  dependant 
pension  may  be  granted  to  the  deceased  officer’s  surviving  spouse  and 
children,  as  follows 
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Surviving  spouse's  (i)  $  per  annum.  (The  pension 

pension  :  shall  be  payable  as  long  as  the  surviving 

spouse  lives);  or 

(ii)  full  commutation  at  $ 

(One-off  payment). 

children's  pension :  (i)  $  per  annum  for  each 

child.  (The  pension  shall  not  be  payable 
at  any  time  in  respect  of  more  than  6 
children.  Payment  of  the  pension  is 
subject  to  the  pensionable  age  limit  as 
specified  in  note  1);  or 

(ii)  full  commutation  at  $  for  all  the 

children. 

(one-off  payment  see  note  2) 

3.  I  also  understand  that  this  election  is  irrevocable. 


Signature 

Name 

Date 


^Delete  as  appropriate 
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Notes  :  1.  Pensionable  age  limits  for  children  under  the  pensions  legislation  are  as 
follows: 

(a)  In  respect  of  an  officer  appointed  before  5.3.93,  payment  of  children’s 
pension  shall  cease  - 

(i)  in  the  case  of  a  son,  at  the  age  of  1 8  years  unless  he  is  receiving 
full-time  education  when  he  attains  that  age;  or  at  the  time  at 
which  he  ceased  continuous  full  time  education  after  attaining  the 
age  of  18  years;  or  if  still  in  continuous  full  time  education  at  the 
age  of  23  years,  whichever  occurs  first. 

(ii)  in  the  case  of  a  married  daughter,  the  age  of  1 8  years,  unless  at  the 
time  she  attains  that  age,  she  is  receiving  full-time  education;  or 
in  the  case  of  an  unmarried  daughter,  at  the  age  of  2 1  years  unless 
at  the  time  she  attains  that  age,  she  is  receiving  full-time 
education;  or  in  the  case  of  a  married  or  unmarried  daughter  at  the 
date  they  cease  to  receive  continuous  full  time  education  after  the 
age  of  18  and  21  respectively;  or  at  the  age  of  23  years  if  in 
continuous  full  time  education  up  to  that  age. 

(b)  For  an  officer  appointed  on  or  after  5.3.93,  payment  of  children's 
pension  shall  cease  at  the  age  of  18  years  (for  both  male  and  female 
children  irrespective  of  marital  status)  unless  at  the  time  they  attain  that 
age  they  are  receiving  full-time  education,  in  which  case  the 
pensionable  age  limit  will  be  extended  to  23  years.  If  they  cease  to 
receive  continuous  full  time  education  at  any  time  after  attaining  the 
age  of  18  years  but  before  23  years,  the  children's  pension  will  cease 
when  they  cease  full  time  education. 

2.  Commutation  of  the  Children’s  pension  is  calculated  up  to  age  18.  Further 
adjustment  will  be  made  when  any  children  who  have  received  continuous 
full-time  education  after  reaching  age  18,  cease  to  receive  such  full-time 
education  or  reach  the  age  of  23,  whichever  occurs  earlier,  and  on  submission 
to  the  Treasury  of  documentary  evidence  of  the  full-time  education  received 
after  age  18. 


(0035P  :  31-33) 
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LOCAL  EDUCATION  ALLOWANCE 


Forms  to  be  used 

1.  The  following  forms  should  be  used  - 

(a)  LEA  1  -  Claim  for  Arrears  of  Local  Education  Allowance 

(b)  LEA  1A  -  Certificate  of  Attendance 

(c)  LEA  2  -  Application  for  Local  Education  Allowance 

Forms  are  available  at  the  Central  Cyber  Government  Office  website 
(http://portal.ccgo. hksarg)  under  the  section  “Forms  ->  General  Forms”. 

Application  Procedures 

2.  An  Approved  Schools  List  issued  by  the  Permanent  Secretary  for  Education  sets 
out  the  schools  for  which  Local  Education  Allowance  is  payable.  The  officer 
should  refer  to  the  Approved  Schools  List  before  enrolling  his  children  for  local 
education.  The  Approved  Schools  List,  available  at  the  Civil  Service  Bureau 
homepage  (http://www.csb.gov.hk)  under  the  section  “Administration  of  the 
Civil  Service”,  will  be  updated  from  time  to  time. 

3.  It  is  an  officer’s  responsibility  to  ascertain  his  eligibility  for  Local  Education 
Allowance  before  enrolling  his  children  for  local  education. 

4.  If  the  school  concerned  is  on  the  Approved  Schools  List,  for  the  academic  year 
starting  in  September,  an  officer  should  submit  Form  LEA  2  to  his  Departmental 
Secretary  not  later  than  the  preceding  15  July.  Where  a  child  joins  a  school  after 
September,  Form  LEA  2  must  be  submitted  not  later  than  one  month  following 
the  child's  enrolment.  For  schools  where  Local  Education  Allowance  may  only 
be  claimed  in  arrears  as  specified  in  the  Approved  Schools  List,  an  officer  should 
submit  Form  LEA  1  together  with  Form  LEA  1A  at  the  end  of  the  period  to 
which  the  claim  relates. 

5.  Before  forwarding  the  application  form  to  the  Director  of  Accounting  Services, 
the  Departmental  Secretary  must  confirm  the  officer’s  eligibility  for  the 
allowance,  and  ensure  that  the  conditions  set  out  in  CSRs  755-765  are  met. 

6.  The  Departmental  Secretary  should  verify  the  personal  particulars  of  the  officer 
and  dependants  concerned  and  update  the  records  in  the  Central  Payroll  Related 
Database  as  appropriate.  Officers  should  act  in  accordance  with  CSR  513. 

7.  The  Departmental  Secretary  should  process  and  forward  a  completed  form  to 
reach  the  Director  of  Accounting  Services  not  later  than  two  weeks  after  the  date 
it  was  received  from  the  officer. 
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8.  If  an  officer  is  claiming  Local  Education  Allowance  and  the  child  is  still  eligible 
for  the  allowance  in  the  next  school  year,  he  will  receive  from  the  Director  of 
Accounting  Services  a  School  Enrolment  Confirmation  (SEC)  via  the 
Departmental  Secretary  for  confirmation  of  his  child’s  enrolment  in  the  same 
school  in  the  next  school  year  for  the  purposes  of  the  LEA  scheme.  If  an  officer’s 
child  stays  in  the  same  school  in  the  next  school  year,  he  should  complete  the 
SEC  and  send  it  to  the  Director  of  Accounting  Services  through  the  Departmental 
Secretary  before  the  specified  deadline.  No  fresh  application  needs  to  be 
submitted. 

9.  The  officer  must  submit  a  fresh  application  using  Form  LEA  2  when  a  child 
moves  from  one  school  to  another. 

Payment  of  Allowance 

10.  The  Director  of  Accounting  Services  pays  the  fee  to  schools  in  advance  and  will 
recover  from  the  officer's  monthly  salary  that  part  of  the  fee  which  the  officer  is 
required  to  contribute.  Unless  there  are  exceptional  circumstances,  claims  for 
reimbursement  of  the  fee  paid  direct  to  a  school  will  not  be  accepted  except  the  fee 
for  September  where  a  school  requires  payment  of  the  school  fee  for  the  first  month 
of  an  academic  year  in  advance.  A  deposit  paid  for  whatever  purpose  is  not 
reimbursable. 

11.  The  formula  used  for  calculating  the  allowance  payable  each  month  is  as 
follows  - 


School  fee  for 
that  month 

Allowance  for  a  month  =  Annual  Allowance  x  _ 

Annual  School  Fee 


Deadline  for  Submitting  Claims 

12.  An  application/claim  for  Local  Education  Allowance  submitted  more  than  six 
months  after  the  end  of  the  month  in  which  the  school  year  ends  will  not  be 
accepted. 

Period  of  Absence 

13.  Notwithstanding  CSR  764,  an  officer  may  decide  to  cease  paying  the  school  fee 
when  a  child  does  not  attend  school  for  any  reason  for  a  substantial  period.  In 
such  cases,  the  officer  must  obtain  confirmation  from  the  school  certifying  when 
the  payment  of  the  fee  should  cease.  This  confirmation  must  be  sent  through  the 
officer's  Departmental  Secretary  to  reach  the  Director  of  Accounting  Services  not 
later  than  30  days  before  the  child  ceases  to  attend  school.  In  the  absence  of  such 
confirmation,  the  school  fee  paid  in  advance  on  behalf  of  an  officer  will  continue 
to  be  deducted  from  the  officer's  salary. 
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The  officer  must  complete  a  fresh  Form  LEA  2  if  the  child  subsequently 
re-attends  school  and  the  officer  wishes  to  claim  an  allowance  again. 
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BOARDING  SCHOOL  ALLOWANCE 


Forms  to  be  used 


1 .  The  following  forms  should  be  used  - 

Application  for  Overseas  Education  Allowance 
Claim  for  Overseas  Education  Allowance 
Acknowledgement  of  Receipt  of  Boarding  and  Tuition  Fee 
Certificate  of  Education  Level  Taken 

Forms  are  available  at  the  Central  Cyber  Government  Office  website 
(http://portal.ccgo. hksarg)  under  the  section  “Forms  General  Forms”. 


(a) 

OEA  2 

(b) 

OEA  2A 

(c) 

OEA  3 

(d) 

OEA  3A 

Application  Procedures 

2.  An  Approved  Schools  List  issued  by  the  Student  Financial  Assistance  Agency 
sets  out  the  schools  for  which  the  Boarding  School  Allowance  is  payable.  The 
officer  should  refer  to  the  Approved  Schools  List  before  enrolling  his  children 
for  overseas  education.  The  Approved  Schools  List,  available  at  the  Central 
Cyber  Government  Office  website  (http://portal.ccgo. hksarg)  under  the  section 
“Civil  Service”  ,  will  be  updated  from  time  to  time. 

3.  It  is  an  officer’s  responsibility  to  ascertain  his  eligibility  for  Boarding  School 
Allowance  before  enrolling  his  children  in  the  overseas  school. 

4.  If  the  school  concerned  is  on  the  Approved  Schools  List,  the  officer  should 
submit  Form  OEA  2  (see  paragraph  9)  to  the  Director  of  Accounting  Services 
via  his  Departmental  Secretary  (see  paragraphs  7  and  8)  for  application  for 
Boarding  School  Allowance. 

5.  If  the  school  concerned  is  not  on  the  Approved  Schools  List,  the  officer  should 
seek  the  specific  advice  of  Student  Financial  Assistance  Agency  on  whether  the 
school  in  question  is  considered  an  approved  school  for  the  purpose  of 
Boarding  School  Allowance  by  memo,  via  his  Departmental  Secretary,  by 
supplying  the  following  infonnation  - 

Type  of  Overseas  Education  Allowance  to  be  applied 

Name  of  School 

Address  of  School 

Course  of  Study  and  Year  of  Entry 
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The  Student  Financial  Assistance  Agency  will  normally  give  its  advice  within 
three  months.  It  may  take  more  than  three  months  if  additional  infonnation  has 
to  be  obtained  from  overseas  schools  /  institutions.  The  officer  should  seek 
fresh  advice  from  the  Student  Financial  Assistance  Agency  should  there  be  a 
change  in  school,  its  boarding  facilities,  or  year  of  entry. 

6.  Where  specific  advice  from  the  Student  Financial  Assistance  Agency  is 
sought,  the  confirmation  from  the  Agency  that  the  school  is  considered  an 
approved  school  for  the  purpose  of  Boarding  School  Allowance  should  be 
attached  to  Form  OEA  2  in  the  application  for  the  allowance.  The 
confirmation  needs  not  be  attached  to  Form  OEA  2 A  for  subsequent  claims  of 
Boarding  School  Allowance. 

7.  Before  forwarding  Form  OEA  2  to  the  Director  of  Accounting  Services,  the 
Departmental  Secretary  must  confirm  the  officer's  eligibility  for  the  allowance, 
and  ensure  that  the  conditions  set  out  in  CSRs  755  -  757  and  766  -  777  are  met, 
where  appropriate. 

8.  The  Departmental  Secretary  should  verily  the  personal  particulars  of  the  officer 
and  dependants  concerned  and  update  the  records  in  the  Central  Payroll  Related 
Database  as  appropriate.  Officers  should  act  in  accordance  with  CSR  513. 

9.  All  officers  should  submit  to  the  Director  of  Accounting  Services  Form  OEA  2 
(via  the  Departmental  Secretary  for  first-time  application)  or  Form  OEA  2A 
(for  subsequent  claims)  together  with  a  duly  completed  Form  OEA  3  or  a 
school  receipt  (see  paragraph  10)  or  a  bank  remittance  advice  for  the  full  fee 
(i.e.  basic  boarding  and  tuition  fee  for  the  whole  term)  together  with  the  school 
bill  showing  the  name  of  the  pupil,  the  basic  boarding  and  tuition  fee,  and  the 
starting  and  finishing  dates  of  the  term  for  which  the  allowance  is  claimed  (see 
paragraph  11).  A  duly  completed  Form  OEA  3A  should  also  be  submitted, 
where  applicable  (see  paragraph  21). 

10.  A  school  receipt  for  the  full  fee  may  be  used  in  lieu  of  Form  OEA  3  provided 
that  the  name  of  the  pupil,  the  basic  boarding  and  tuition  fee,  and  the  starting 
and  finishing  dates  of  the  term  for  which  the  allowance  is  claimed  are  given 
therein.  The  school  receipt  should  also  be  imprinted  with  the  school  chop  and 
signed  by  the  school  authority.  If  any  of  such  details  is  missing,  the  school 
receipt  will  have  to  be  supported  by  a  certificate  and/or  a  school  bill  from  the 
school  giving  such  details. 

11.  If  an  officer  wishes  to  claim  reimbursement  without  waiting  for  a  school  receipt 
or  a  completed  Form  OEA  3  from  the  school,  he  may  submit  a  bank  remittance 
advice  for  the  full  fee  (i.e.  basic  boarding  and  tuition  fee  for  the  whole  tenn) 
together  with  the  school  bill  to  the  Director  of  Accounting  Services  (see  also 
CSR  774).  The  remittance  advice  must  be  made  in  favour  of  the  school 
authority  or  its  collecting  agency. 
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Cases  under  CSR  766(1) 

12.  If  an  officer  on  overseas  terms  wishes,  under  CSR  766(1),  to  put  forward  an 
application  to  draw  an  allowance  in  respect  of  a  school  in  a  country  other  than 
his  country  of  origin,  he  must  first  put  his  request,  with  full  justifications,  to  the 
Secretary  for  the  Civil  Service  for  consideration  before  enrolling  his  children  in 
schools  of  that  particular  country.  It  must  be  emphasised  that  only  in  very 
exceptional  circumstances  will  approval  be  given  for  allowances  to  be  paid  in 
respect  of  countries  other  than  countries  of  origin. 

Cases  under  CSR  776(l)(b) 

13.  If  an  officer  claims  a  Boarding  School  Allowance  under  CSR  776(l)(b),  he 
should  forward  Form  OEA  2  (for  first-time  application)  or  Form  OEA  2 A  (for 
subsequent  claims)  to  the  Director  of  Accounting  Services  together  with  the 
institution's  receipted  bill  for  the  tuition  fee  and  a  receipt  for  the  boarding  fee 
which  has  been  clearly  endorsed  (i.e.  imprinted  with  the  school  chop  and  signed 
by  the  school  authority)  by  a  responsible  officer  of  the  institution  in  question  to 
the  effect  that  the  child  lodges  in  accommodation  approved  by  the  institution. 

Claims  for  Part  of  a  School  Term 

14.  An  officer  claiming  a  Boarding  School  Allowance  for  part  of  a  school  term 
should  forward  to  the  Director  of  Accounting  Services,  apart  from  the 
documents  referred  to  in  paragraph  9  above,  a  certificate  from  the  school 
showing  the  starting  and  finishing  dates  of  the  terms.  Claims  for  part  of  a  term 
will  be  paid  on  a  pro-rata  basis. 

Deadline  for  Submitting  Claims 

15.  An  application/claim  for  Boarding  School  Allowance  submitted  more  than  six 
months  after  the  end  of  the  month  in  which  the  school  year  ends  will  not  be 
accepted. 

Approval  of  Application 

16.  If  the  application  (Form  OEA  2)  is  in  order,  the  Director  of  Accounting 
Services  will  approve  the  application  and  arrange  to  process  the  payment.  A 
copy  of  the  processed  Form  OEA  2  will  be  returned  to  the  applicant  via  his 
Departmental  Secretary  concerned.  If  there  are  any  changes  (e.g.  a  change  in 
school,  its  boarding  facilities,  or  year  of  entry),  a  fresh  application  using 
Form  OEA  2  must  be  submitted. 

Procedure  for  Payment  of  Allowance 

17.  Boarding  School  Allowances  are  payable  on  a  reimbursement  basis,  normally 
term  by  term.  One-third  or  one-half  of  the  annual  allowance  is  payable  each 
term,  depending  on  the  number  of  terms  in  the  academic  year.  Where  the  fee 
actually  paid  by  the  officer  per  term  is  less  than  one-third  or  one-half  of  the 
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annual  allowance  as  the  case  may  be,  only  the  actual  amount  paid  less  parental 
contribution  (see  CSR  776(2))  will  be  reimbursed.  A  deposit  paid  for  whatever 
purpose  is  not  reimbursable. 

18.  Where  the  fee  in  respect  of  any  one  term  paid  by  an  officer  exceeds  one -third  or 
one -half  of  the  annual  allowance  as  the  case  may  be,  due  to  varying  rates 
charged  by  the  school  for  different  terms,  the  officer  may  claim  the  difference 
in  the  last  term  of  the  academic  year  or  in  the  tenn  in  which  he  ceases  to  be 
eligible,  subject  to  the  total  reimbursement  for  the  whole  academic  year  not 
exceeding  the  annual  allowance  for  which  the  officer  is  eligible  in  respect  of 
that  particular  child.  Such  claims  should  be  submitted  to  the  Director  of 
Accounting  Services  direct,  with  a  copy  to  the  officer’s  Head  of  Department. 
The  additional  amount  due  in  foreign  currency,  as  appropriate,  should  be 
indicated.  Conversion  into  Hong  Kong  dollars  will  be  calculated  by  the 
Director  of  Accounting  Services  in  accordance  with  CSR  774. 

19.  A  school  year  normally  runs  from  9  to  10  months.  Where  a  school  year  runs 
over  a  period  of  less  than  8  months,  the  annual  allowance  may  be  reduced 
appropriately  in  accordance  with  the  following  formula  :- 


270 

Where  A  =  no.  of  days  in  the  school  year 
(including  mid-term  holidays) 

B  =  appropriate  annual  allowance 

20.  If  an  officer  can  produce  satisfactory  documentary  evidence  to  show  that  a 
school  requires  payment  of  the  fee  (i.e.  basic  boarding  and  tuition  fee)  annually 
in  advance,  the  officer  may  be  reimbursed  the  annual  fee  paid.  In  the  case  of  a 
child  who  reaches  the  age  of  19  during  an  academic  year,  reimbursement  will 
only  be  made  in  respect  of  the  period  to  the  end  of  the  term  in  which  the  child 
becomes  19.  (see  also  CSR  768(2)). 

21.  For  UK  Boarding  School  Allowance,  officers  with  children  reaching  12  years 
of  age  on  1  September  in  the  calendar  year  in  which  the  school  year  begins  may 
claim  the  senior  rate  provided  that  their  children  are  attending  classes  of 
secondary  education  and  subject  to  their  making  a  declaration  on  Form  OEA  2 
or  2A  as  appropriate  to  this  effect.  Officers  with  children  in  tertiary  education 
institutions  (i.e.  universities/polytechnics/colleges  of  further  education/other 
colleges  providing  tertiary  education)  are  not  required  to  make  such 
declarations.  Officers  with  children  under  12  years  of  age  on  1  September  in 
the  calendar  year  in  which  the  school  year  begins  will  be  eligible  for  the  junior 
rate;  they  may  however  be  eligible  for  the  senior  rate  if  they  can  produce 
Form  OEA  3 A,  which  certifies  that  their  children  are  attending  classes  of 
secondary  education  level.  Form  OEA  3 A  would  only  need  to  be  completed 
by  officers  who  are  claiming  the  senior  Boarding  School  Allowance  rate  for  the 
first  time.  Officers  who  are  paid  the  senior  rate  should  however  inform  the 
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Director  of  Accounting  Services  if  there  is  a  change  in  school  which  results  in  a 
change  in  the  level  of  education. 

In  the  case  of  Boarding  School  Allowance  for  Australia,  New  Zealand,  the 
Republic  of  Ireland  and  South  Africa,  officers  with  children  reaching  1 1  years 
of  age  at  the  commencement  of  the  respective  school  year  may  claim  the  senior 
rate. 
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DAY  SCHOOL  ALLOWANCE 


Forms  to  be  used 

1 .  The  following  forms  should  be  used  - 

(a)  OEA  2  -  Application  for  Overseas  Education  Allowance 

(b)  OEA  2A  -  Claim  for  Overseas  Education  Allowance 

(c)  OEA  5  -  Certificate  of  Attendance 

Forms  are  available  at  the  Central  Cyber  Government  Office  website 
(http://portal.ccgo. hksarg)  under  the  section  “Forms  ->  General  Forms”. 

Application  Procedures 

2.  An  Approved  Schools  List  issued  by  the  Student  Financial  Assistance 
Agency  sets  out  the  schools  for  which  the  Day  School  Allowance  is 
payable.  The  officer  should  refer  to  the  Approved  Schools  List  before 
enrolling  his  children  for  overseas  education.  The  Approved  Schools  List, 
available  at  the  Central  Cyber  Government  Office  website 
(http://portal.ccgo.hksarg)  under  the  section  “Civil  Service”,  will  be 
updated  from  time  to  time. 

3.  It  is  an  officer’s  responsibility  to  ascertain  his  eligibility  for  Day  School 
Allowance  before  enrolling  his  children  in  the  overseas  school. 

4.  If  the  school  concerned  is  on  the  Approved  Schools  List,  the  officer  should 
submit  Form  OEA  2  (see  paragraph  9)  to  the  Director  of  Accounting 
Services  via  his  Departmental  Secretary  (see  paragraphs  7  and  8)  for 
application  for  Day  School  Allowance. 

5.  If  the  school  concerned  is  not  on  the  Approved  Schools  List,  the  officer 
should  seek  the  specific  advice  of  Student  Financial  Assistance  Agency  on 
whether  the  school  in  question  is  considered  an  approved  school  for  the 
purpose  of  Day  School  Allowance  by  memo,  via  his  Departmental 
Secretary,  by  supplying  the  following  information  - 

Type  of  Overseas  Education  Allowance  to  be  applied 

Name  of  School 

Address  of  School 

Course  of  Study  and  Year  of  Entry 
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The  Student  Financial  Assistance  Agency  will  normally  give  its  advice 
within  three  months.  It  may  take  more  than  three  months  if  additional 
information  has  to  be  obtained  from  overseas  schools  /  institutions.  The 
officer  should  seek  fresh  advice  from  the  Student  Financial  Assistance 
Agency  should  there  be  a  change  in  school  or  year  of  entry. 

6.  Where  specific  advice  from  Student  Financial  Assistance  Agency  is 
sought,  the  confirmation  from  the  Agency  that  the  school  is  considered  an 
approved  school  for  the  purpose  of  Day  School  Allowance  should  be 
attached  to  Form  OEA  2  in  the  application  for  the  allowance.  The 
confirmation  needs  not  be  attached  to  Form  OEA  2 A  for  subsequent 
claims  of  Day  School  Allowance. 

7.  Before  forwarding  Form  OEA  2  to  the  Director  of  Accounting  Services, 
the  Departmental  Secretary  must  confirm  the  officer's  eligibility  for  the 
allowance,  and  ensure  that  the  conditions  set  out  in  CSRs  755  -  757  and 
766  -  778  are  met,  where  appropriate. 

8.  The  Departmental  Secretary  should  verify  the  personal  particulars  of  the 
officer  and  dependants  concerned  and  update  the  records  in  the  Central 
Payroll  Related  Database  as  appropriate.  Officers  should  act  in  accordance 
with  CSR  513. 

9.  All  officers  should  submit  to  the  Director  of  Accounting  Services 
Form  OEA  2  (via  the  Departmental  Secretary  on  first-time  application)  or 
Form  OEA  2A  (for  subsequent  claims)  together  with  a  duly  completed 
Form  OEA  5  (see  paragraph  1 1)  or  a  letter  from  the  school  certifying  that 
the  child  actually  attended  the  school  for  the  period  for  which  the 
allowance  is  claimed. 

10.  The  officer  must  declare  on  Form  OEA  2  or  2 A  that  neither 
himself/herself  nor  his/her  spouse  was  in  the  country  where  the  child  was 
educated  for  any  period  in  respect  of  which  the  allowance  is  claimed. 
Form  OEA  2  or  2A  should  be  submitted  at  the  end  of  the  term  or  academic 
year  concerned. 

11.  Form  OEA  5  or  a  letter  from  the  school  certifying  full  attendance  during 
the  period  to  which  the  claim  relates  must  be  completed/written  at  the  end 
of  the  term  or  academic  year  concerned. 

Claims  for  Part  of  a  School  Term 

12.  An  officer  claiming  Day  School  Allowance  for  part  of  a  school  tenn  should 
forward  to  the  Director  of  Accounting  Services,  apart  from  the  documents 
referred  to  in  paragraph  9  above,  a  certificate  from  the  school  showing  the 
commencement  date  and  end  date  of  the  tenn  concerned.  Claims  for  part  of 
a  tenn  will  be  paid  on  a  pro-rata  basis. 
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Cases  under  CSR  766(1) 

13.  If  an  officer  on  overseas  terms  wishes,  under  CSR  766(1),  to  put  forward  an 
application  to  draw  an  allowance  in  respect  of  a  school  in  a  country  other 
than  his  country  of  origin,  he  must  first  put  his  request,  with  full 
justifications,  to  the  Secretary  for  the  Civil  Service  for  consideration  before 
enrolling  his  children  in  schools  of  that  particular  country.  It  must  be 
emphasised  that  only  in  very  exceptional  circumstances  will  approval  be 
given  for  allowances  to  be  paid  in  respect  of  countries  other  than  countries 
of  origin. 

Deadline  for  Submitting  Claims 

14.  An  application/claim  for  Day  School  Allowance  submitted  more  than  six 
months  after  the  end  of  the  month  in  which  the  school  year  ends  will  not  be 
accepted. 

Approval  of  Application 

15.  If  the  application  (Form  OEA  2)  is  in  order,  the  Director  of  Accounting 
Services  will  approve  the  application  and  arrange  to  process  the  payment. 
A  copy  of  the  processed  Form  OEA  2  will  be  returned  to  the  applicant  via 
his  Departmental  Secretary  concerned.  If  there  are  any  changes  (e.g.  a 
change  in  school  or  year  of  entry),  a  fresh  application  using  Form  OEA  2 
must  be  submitted. 

Payment  of  Allowance 

16.  Day  School  Allowance  is  payable  in  arrears.  If  the  application  is  approved 
by  the  Director  of  Accounting  Services,  the  officer  may  submit  the  claim 
(using  Form  OEA  2 A)  either  on  a  term-by-term  or  an  annual  basis. 

Conversion  Arrangement 

17.  Conversion  of  an  allowance  into  Hong  Kong  dollars  will  be  made  at  the 
Hong  Kong  Association  of  Banks  mid-market  rate  prevailing  on  the  date  of 
application/claim  on  Form  OEA  2  or  2 A. 
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Duty  Mileage  Allowance  Rates 
(with  effect  from  1  April  2019) 

Apr  2019  Duty  Mileage  Allowance  (DMA)  under  CSRs  726  and  727  is  provided  at  the  following 
rates  : 


Type  of  motor  vehicle 

DMA  Rate  (per  kilometre) 

Motor  car 

$3.32 

Motor  cycle  and  scooter 

$1.23 
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Rates  of  subsistence  allowance  outside  Hong  Kong 
(w.e.f.  1.4.2019) 


First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Afghanistan 

Kabul 

AFN 

15,261 

All  rates  to  be 

reduced  by  10% 

Herat 

AFN 

10,501 

for  stay  in  any  one 

[Others] 

AFN 

7,630 

city 

Albania 

Tirana 

ALL 

31,065 

[Others] 

ALL 

13,516 

Algeria 

Algiers 

DZD 

29,186 

[Others] 

DZD 

36,067 

Andorra 

Andorra 

EUR 

286 

Angola 

Luanda 

AOA 

170,090 

[Others] 

AOA 

170,090 

Anguilla 

The  Valley 

XCD 

1,188 

Antarctica 

Antarctica  Region  Posts 

USD 

1 

Antigua  and  Barbuda 

Antigua  and  Barbuda 

XCD 

921 

[Others] 

XCD 

162 

Argentina 

Buenos  Aires 

ARS 

16,090 

Bariloche 

ARS 

13,408 

Mendoza 

ARS 

11,661 

[Others] 

ARS 

11,864 

Armenia 

Yerevan 

AMD 

115,893 

[Others] 

AMD 

115,893 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Ascension  Island 

All  rates  to  be 

Ascension  Island 

SHP 

116  reduced  by  10% 

Australia 

for  stay  in  any  one 

Canberra 

AUD 

395  city 

Adelaide 

AUD 

384 

Bendigo 

AUD 

546 

Brisbane 

AUD 

366 

Broome 

AUD 

597 

Cairns 

AUD 

325 

Darwin,  Northern  Territory 

AUD 

463 

Exmouth 

AUD 

397 

Fremantle 

AUD 

404 

Hobart 

AUD 

411 

Melbourne 

AUD 

467 

Perth 

AUD 

482 

Richmond,  NSW 

AUD 

355 

Sydney 

AUD 

536 

[Others] 

AUD 

325 

Austria 

Vienna 

EUR 

311 

Graz 

EUR 

320 

Innsbruck 

EUR 

313 

Linz 

EUR 

302 

Salzburg 

EUR 

330 

[Others] 

EUR 

313 

Azerbaijan 

Baku 

AZN 

614 

Ganja 

AZN 

366 

Qabala 

AZN 

361 

[Others] 

AZN 

305 

Bahamas,  The 

Nassau 

BSD 

477 

Andros  Island 

BSD 

266 

Eleuthera  Island 

BSD 

386 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Grand  Bahama  Island 

BSD 

313 

All  rates  to  be 

[Others] 

Bahrain 

BSD 

308 

reduced  by  10% 
for  stay  in  any  one 

Manama 

BHD 

142 

city 

Bahrain 

BHD 

142 

Bangladesh 

Dhaka 

BDT 

24,305 

Chittagong 

BDT 

14,332 

Sylhet 

BDT 

14,583 

[Others] 

BDT 

12,069 

Barbados 

Barbados 

BBD 

744 

Belarus 

Minsk 

BYN 

578 

[Others] 

BYN 

578 

Belgium 

Brussels 

EUR 

279 

Antwerp 

EUR 

267 

Brugge 

EUR 

199 

Diegern 

EUR 

279 

Kleine  Brogel 

EUR 

174 

Liege 

EUR 

194 

SHAPE/Chievres 

EUR 

173 

Zaventem 

EUR 

279 

[Others] 

EUR 

137 

Belize 

Belize  City 

BZD 

461 

Belmopan 

BZD 

487 

Caye  Caulker 

BZD 

505 

San  Pedro 

BZD 

549 

[Others] 

BZD 

461 

Benin 

Cotonou 

XOF 

125,639 

[Others] 

XOF 

83,193 
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First  28  nights  Thereafter 

Country  / 

City 

Currency 

Bermuda  All  rates  to  be 


Bermuda 

BMD 

607  reduced  by  10% 

Bhutan 

for  stay  in  any  one 

Bhutan 

BTN 

28,603  city 

Bolivia 

La  Paz 

BOB 

1,556 

Cochabamba 

BOB 

926 

Potosi 

BOB 

1,023 

Santa  Cruz 

BOB 

1,500 

Tarija 

BOB 

975 

[Others] 

BOB 

899 

Bosnia-Herzegovina 

Sarajevo 

BAM 

316 

[Others] 

BAM 

316 

Botswana 

Gaborone 

BWP 

2,451 

Francistown 

BWP 

2,282 

Kasane 

BWP 

2,738 

Maun 

BWP 

2,366 

Selebi  Phikwe 

BWP 

2,175 

Serowe 

BWP 

1,613 

[Others] 

BWP 

2,175 

Brazil 

Brasilia 

BRL 

1,368 

Belem 

BRL 

658 

Belo  Horizonte 

BRL 

601 

Fortaleza 

BRL 

1,308 

Foz  do  Iguacu 

BRL 

682 

Goiania 

BRL 

1,312 

Manaus 

BRL 

856 

Natal 

BRL 

1,186 

Porto  Alegre 

BRL 

993 

Porto  Velho 

BRL 

537 

Recife,  Pernambuco 

BRL 

1,178 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Rio  de  Janeiro 

BRL 

2,090 

All  rates  to  be 

Salvador  da  Bahia 

BRL 

1,299 

reduced  by  10% 

Sao  Paulo 

BRL 

1,517 

for  stay  in  any  one 

[Others] 

BRL 

1,239 

city 

Brunei 

Bandar  Seri  Begawan 

BND 

397 

Jerudong 

BND 

481 

[Others] 

BND 

169 

Bulgaria 

Sofia 

BGN 

466 

Bourgas 

BGN 

267 

Plovdiv 

BGN 

383 

Varna 

BGN 

262 

[Others] 

BGN 

255 

Burkina  Faso 

Ouagadougou 

XOF 

156,200 

Bobo  Dioulasso 

XOF 

76,402 

[Others] 

XOF 

76,402 

Burma 

Rangoon 

MMK 

446,863 

Naypyitaw 

MMK 

336,315 

[Others] 

MMK 

378,355 

Burundi 

Bujumbura 

BIF 

330,944 

[Others] 

BIF 

330,944 

Cabo  Verde 

Praia 

CVE 

23,783 

Boa  Vista  Island 

CVE 

21,310 

Fogo 

CVE 

13,319 

Sal  Island 

CVE 

24,830 

Sao  Tiago  Island 

CVE 

9,513 

Sao  Vicente  Island 

CVE 

19,407 

[Others] 

CVE 

10,655 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Cambodia 

Phnom  Penh 

KHR 

961,046 

All  rates  to  be 

reduced  by  10% 

Siern  Reap 

KHR 

989,552 

for  stay  in  any  one 

Sihanoukville 

KHR 

989,552 

city 

[Others] 

KHR 

680,062 

Cameroon 

Yaounde 

XAF 

155,068 

Douala 

XAF 

156,766 

Limbe 

XAF 

126,205 

[Others] 

XAF 

103,001 

Canada 

Ottawa 

CAD 

405 

Banff 

CAD 

473 

Calgary 

CAD 

468 

Dartmouth 

CAD 

408 

Edmonton 

CAD 

313 

Fort  McMurray,  Alberta 

CAD 

387 

Fredericton 

CAD 

376 

Gander,  Newfoundland 

CAD 

343 

Goose  Bay 

CAD 

349 

Halifax 

CAD 

408 

Kelowna 

CAD 

402 

London,  Ontario 

CAD 

268 

Mississauga 

CAD 

209 

Moncton 

CAD 

335 

Montreal 

CAD 

367 

Nanoose  Bay 

CAD 

254 

Prince  Edward  Island 

CAD 

396 

Quebec 

CAD 

455 

Regina,  Saskatchewan 

CAD 

363 

Richmond 

CAD 

423 

Saskatoon,  Saskatchewan 

CAD 

356 

Sidney 

CAD 

311 

St.  John’s,  Newfoundland 

CAD 

400 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Toronto 

CAD 

395 

All  rates  to  be 

Vancouver 

CAD 

455 

reduced  by  10% 

Victoria 

CAD 

390 

for  stay  in  any  one 

Whistler,  BC 

CAD 

463 

city 

Whitehorse,  Yukon 

CAD 

400 

Winnipeg 

CAD 

418 

Yellowknife 

CAD 

295 

[Others] 

CAD 

296 

Cayman  Islands 

Cayman  Islands 

KYD 

506 

Central  African  Republic 

Bangui 

XAF 

185,063 

[Others] 

XAF 

185,063 

Chad 

Ndjamena 

XAF 

188,459 

[Others] 

XAF 

154,502 

Chagos  Archipelago 

Diego  Garcia 

GBP 

120 

Chile 

Santiago 

CLP 

217,136 

[Others] 

CLP 

178,315 

China 

Beijing 

RMB 

2,595 

Changchun 

RMB 

1,838 

Chengdu 

RMB 

1,879 

Chongqing 

RMB 

1,652 

Dalian 

RMB 

1,886 

Fuzhou 

RMB 

2,052 

Guangzhou 

RMB 

2,857 

Guilin 

RMB 

1,845 

Haikou 

RMB 

1,962 

Hangzhou 

RMB 

2,017 

Harbin 

RMB 

1,983 

Jinan 

RMB 

1,418 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Lhasa 

RMB 

2,210 

All  rates  to  be 

Lijiang 

RMB 

1,969 

reduced  by  10% 

Nanjing 

RMB 

1,432 

for  stay  in  any  one 

Nanning 

RMB 

1,721 

city 

Ningbo 

RMB 

1,563 

Qingdao 

RMB 

1,687 

Sanya 

RMB 

1,762 

Shanghai 

RMB 

2,768 

Shantou 

RMB 

1,563 

Shenyang 

RMB 

2,065 

Shenzhen 

RMB 

2,747 

Suzhou 

RMB 

1,721 

Tianjin 

RMB 

1,673 

Urumqi 

RMB 

1,549 

Wuhan 

RMB 

1,707 

Xiamen 

RMB 

1,983 

Xian 

RMB 

2,244 

Zhuhai 

RMB 

1,921 

[Others] 

RMB 

1,707 

Hong  Kong 

Hong  Kong 

HKD 

2,333 

Macau 

Macau 

MOP 

3,556 

Taiwan 

Taipei 

NTD 

8,489 

Kaohsiung 

NTD 

6,656 

Taichung 

NTD 

5,740 

[Others] 

NTD 

5,863 

Cocos  (Keeling)  Islands 

Cocos  Islands 

AUD 

150 

Colombia 

Bogota 

COP 

1,137,819 

Barranquilla 

COP 

667,203 

Buenaventura 

COP 

652,310 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Cali 

COP 

741,668 

All  rates  to  be 

Cartagena 

COP 

1,224,198 

reduced  by  10% 

Medellin 

COP 

780,389 

for  stay  in  any  one 

San  Andres 

COP 

744,646 

city 

Santa  Marta 

COP 

741,668 

[Others] 

COP 

744,646 

Comoros 

Moroni 

KMF 

81,071 

[Others] 

KMF 

60,697 

Congo,  Democratic  Republic  of  the 

Kinshasa 

CDF 

629,624 

Bukavu 

CDF 

445,850 

Goma 

CDF 

383,527 

Lubumbashi 

CDF 

516,164 

Mbuji  Mayi,  Kasai 

CDF 

365,949 

[Others] 

CDF 

369,145 

Congo,  Republic  of  the 

Brazzaville 

XAF 

221,849 

[Others] 

XAF 

221,849 

Cook  Islands 

Rarotonga 

NZD 

463 

[Others] 

NZD 

463 

Costa  Rica 

San  Jose 

CRC 

148,648 

[Others] 

CRC 

148,648 

Cote  D'Ivoire 

Abidjan 

XOF 

194,684 

Yamoussoukro 

XOF 

87,721 

[Others] 

XOF 

88,287 

Croatia 

Zagreb 

HRK 

1,667 

Cavtat 

HRK 

2,398 

Dubrovnik 

HRK 

2,398 
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First  28  nights  Thereafter 


Country  / 

City 

Currency 

Split 

HRK 

2,308 

All  rates  to  be 

[Others] 

Cuba 

HRK 

1,667 

reduced  by  10% 
for  stay  in  any  one 

Havana 

cue 

316 

city 

Camaguey 

cue 

244 

Guantanamo  Bay 

cue 

112 

Holguin 

cue 

149 

Matanzas 

cue 

157 

Santiago 

cue 

190 

Trinidad 

cue 

191 

[Others] 

cue 

149 

Cyprus 

Nicosia 

EUR 

260 

Akrotiri 

EUR 

286 

Limassol 

EUR 

286 

Paphos 

EUR 

262 

[Others] 

EUR 

223 

Czech  Republic 

Prague 

CZK 

9,253 

Brno 

CZK 

6,184 

[Others] 

CZK 

4,849 

Denmark 

Copenhagen 

DKK 

2,605 

Aalborg 

DKK 

2,110 

Lyngby 

DKK 

2,605 

Odense 

DKK 

2,200 

[Others] 

DKK 

2,149 

Djibouti 

Djibouti  City 

DJF 

67,708 

[Others] 

DJF 

27,367 

Dominica 

Dominica 

XCD 

659 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Dominican  Republic 

Santo  Domingo 

DOP 

14,987 

All  rates  to  be 

reduced  by  10% 

Bavaro 

DOP 

14,387 

for  stay  in  any  one 

La  Rornana 

DOP 

18,134 

city 

Puerto  Plata 

DOP 

12,289 

Punta  Cana 

DOP 

14,088 

Sosua 

DOP 

10,641 

[Others] 

DOP 

11,989 

Ecuador 

Quito 

USD 

297 

Cuenca 

USD 

204 

Galapagos  Islands 

USD 

415 

Guayaquil 

USD 

241 

Manta 

USD 

207 

[Others] 

USD 

204 

Egypt 

Cairo 

EGP 

4,886 

Alexandria 

EGP 

4,116 

Aswan 

EGP 

4,063 

Luxor 

EGP 

4,099 

Sharrn  el  Sheikh 

EGP 

4,063 

[Others] 

EGP 

3,329 

El  Salvador 

San  Salvador 

USD 

221 

[Others] 

USD 

110 

Equatorial  Guinea 

Malabo 

XAF 

156,766 

Bata 

XAF 

96,776 

[Others] 

XAF 

156,766 

Eritrea 

Asmara 

ERN 

3,645 

Keren 

ERN 

2,175 

Massawa 

ERN 

2,595 

[Others] 

ERN 

2,175 
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First  28  nights  Thereafter 


Country  / 

City 

Currency 

Estonia 

Tallinn 

EUR 

223 

All  rates  to  be 

reduced  by  10% 

[Others] 

EUR 

177 

for  stay  in  any  one 

Eswatini 

Mbabane 

SZL 

2,550 

city 

[Others] 

SZL 

907 

Ethiopia 

Addis  Ababa 

ETB 

11,130 

[Others] 

ETB 

4,368 

Falkland  Islands  (Islas  Malvinas) 

Falkland  Islands 

FKP 

130 

Faroe  Islands 

Faroe  Islands 

DKK 

2,181 

Fiji 

Suva 

FJD 

622 

Korolevu 

FJD 

299 

Nadi 

FJD 

582 

Natadola 

FJD 

1,207 

Sigatoka 

FJD 

461 

[Others] 

FJD 

622 

Finland 

Helsinki 

EUR 

376 

[Others] 

EUR 

332 

France 

Paris 

EUR 

525 

Bordeaux 

EUR 

305 

Cannes 

EUR 

494 

Deauville 

EUR 

409 

Lyon 

EUR 

311 

Marseille 

EUR 

331 

Montpellier 

EUR 

329 

Nice 

EUR 

320 

Strasbourg 

EUR 

340 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Toulouse 

EUR 

321 

All  rates  to  be 

[Others] 

French  Guiana 

EUR 

308 

reduced  by  10% 
for  stay  in  any  one 

French  Guiana 

EUR 

239 

city 

French  Polynesia 

French  Polynesia 

XPF 

43,344 

Gabon 

Libreville 

XAF 

169,217 

[Others] 

XAF 

179,403 

Gambia,  The 

Banjul 

GMD 

10,792 

[Others] 

GMD 

3,302 

Georgia 

Tbilisi 

GEL 

891 

Ajara  Region 

GEL 

758 

Borjomi 

GEL 

423 

Gudauri 

GEL 

512 

Kutaisi 

GEL 

421 

[Others] 

GEL 

353 

Germany 

Berlin 

EUR 

305 

Boeblingen 

EUR 

294 

Bonames 

EUR 

343 

Bonn 

EUR 

300 

Bremen 

EUR 

315 

Cologne 

EUR 

331 

Dresden 

EUR 

302 

Duesseldorf 

EUR 

332 

Echterdingen 

EUR 

294 

Erfurt 

EUR 

289 

Eschborn 

EUR 

343 

Esslingen 

EUR 

294 

Frankfurt  am  Main 

EUR 

343 

Garmisch-Partenkirchen 

EUR 

300 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Hamburg 

EUR 

304  All  rates  to  be 

Hannover 

EUR 

238  reduced  by  10% 

Heidelberg 

EUR 

289  for  stay  in  any  one 

Herongen 

EUR 

332  city 

Hoechst 

EUR 

343 

Kalkar 

EUR 

332 

Koenigswinter 

EUR 

300 

Kornwestheim 

EUR 

294 

Leipzig 

EUR 

288 

Ludwigsburg 

EUR 

294 

Mainz 

EUR 

288 

Moenchen-Gladbach 

EUR 

332 

Munich 

EUR 

298 

Nellingen 

EUR 

294 

Oberammergau 

EUR 

300 

Offenbach 

EUR 

343 

Roedelheim 

EUR 

343 

Sindelfingen 

EUR 

294 

Stuttgart 

EUR 

294 

Tuebingen 

EUR 

294 

Twisteden 

EUR 

332 

Wiesbaden 

EUR 

274 

[Others] 

EUR 

300 

Ghana 

Accra 

GHS 

1,598 

Takoradi 

GHS 

1,361 

[Others] 

GHS 

917 

Gibraltar 

Gibraltar 

GIP 

101 

Greece 

Athens 

EUR 

283 

Iraklion  (Crete) 

EUR 

217 

[Others] 

EUR 

217 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Greenland 

Nuuk 

DKK 

2,503 

All  rates  to  be 

reduced  by  10% 

Ilulissat 

DKK 

2,342 

for  stay  in  any  one 

Kangerlussuaq 

DKK 

2,052 

city 

Thule 

DKK 

1,788 

[Others] 

DKK 

1,846 

Grenada 

Grenada 

XCD 

813 

Guadeloupe 

Saint  Martin  (French  Part) 

EUR 

175 

[Others] 

EUR 

135 

Guatemala 

Guatemala  City 

GTQ 

1,833 

[Others] 

GTQ 

1,390 

Guinea 

Conakry 

GNF 

2,962,921 

[Others] 

GNF 

951,397 

Guinea-Bissau 

Bissau 

XOF 

134,694 

[Others] 

XOF 

66,215 

Guyana 

Georgetown 

GYD 

59,057 

[Others] 

GYD 

59,057 

Haiti 

Port-au-Prince 

HTG 

18,329 

Cap  Haitien 

HTG 

16,607 

Jacrnel 

HTG 

11,921 

Montrouis 

HTG 

16,469 

Petionville 

HTG 

18,329 

[Others] 

HTG 

12,403 

Holy  See 

Holy  See 

EUR 

456 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Honduras 

Tegucigalpa 

HNL 

6,827 

All  rates  to  be 

reduced  by  10% 

Bay  Islands 

HNL 

7,476 

for  stay  in  any  one 

La  Ceiba 

HNL 

5,361 

city 

San  Pedro  Sula 

HNL 

6,851 

Tela 

HNL 

5,072 

[Others] 

HNL 

5,048 

Hungary 

Budapest 

HUF 

81,706 

Papa 

HUF 

42,386 

[Others] 

HUF 

42,386 

Iceland 

Reykjavik 

ISK 

42,848 

Akureyri 

ISK 

30,828 

Egilsstadir 

ISK 

39,509 

[Others] 

ISK 

30,717 

India 

New  Delhi 

INR 

29,186 

Agra 

INR 

21,525 

Bangalore 

INR 

35,972 

Chennai 

INR 

30,208 

Goa 

INR 

21,525 

Hyderabad 

INR 

24,079 

Kolkata 

INR 

27,435 

Mumbai 

INR 

26,487 

Pune 

INR 

21,014 

Trivandrum 

INR 

17,366 

[Others] 

INR 

21,014 

Indonesia 

Jakarta 

IDR 

5,401,167 

Bah 

IDR 

5,863,698 

Bandung 

IDR 

4,849,114 

Denpasar 

IDR 

5,863,698 

Jayapura 

IDR 

2,491,698 

-16-  Amendment  No.  12(16)72019 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Medan 

IDR 

2,178,371 

All  rates  to  be 

Surabaya 

IDR 

4,908,795 

reduced  by  10% 

Timika,  Irian  Jaya 

IDR 

4,804,353 

for  stay  in  any  one 

[Others] 

IDR 

2,178,371 

city 

Iran 

Tehran 

IRR 

6,519,889 

[Others] 

IRR 

6,519,889 

Iraq 

Baghdad 

IQD 

183,416 

Erbil 

IQD 

328,719 

[Others] 

IQD 

391,842 

Ireland 

Dublin 

EUR 

328 

Cork 

EUR 

248 

Galway 

EUR 

258 

[Others] 

EUR 

230 

Israel 

Tel  Aviv 

ILS 

2,146 

Eilat 

ILS 

1,855 

En  Boqeq 

ILS 

1,535 

Haifa 

ILS 

1,535 

Herzliya-Pituach 

ILS 

1,938 

Sedoni 

ILS 

1,535 

Tiberias 

ILS 

1,640 

[Others] 

ILS 

1,640 

Italy 

Rome 

EUR 

456 

Aviano 

EUR 

180 

Bari 

EUR 

353 

Bologna 

EUR 

366 

Bolzano 

EUR 

228 

Capri 

EUR 

536 

Catania 

EUR 

266 

Como 

EUR 

436 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Ferrara 

EUR 

253 

All  rates  to  be 

Florence 

EUR 

372 

reduced  by  10% 

Gaeta 

EUR 

169 

for  stay  in  any  one 

Genoa 

EUR 

317 

city 

La  Spezia 

EUR 

226 

Milan 

EUR 

466 

Modena 

EUR 

241 

Naples 

EUR 

332 

Palermo 

EUR 

299 

Pisa 

EUR 

210 

Ravenna 

EUR 

226 

Reggio  Emilia 

EUR 

255 

Rimini 

EUR 

273 

Siena 

EUR 

346 

Taormina 

EUR 

266 

Treviso 

EUR 

267 

Trieste 

EUR 

298 

Turin 

EUR 

390 

Venice 

EUR 

470 

Verona 

EUR 

248 

Vicenza 

EUR 

218 

[Others] 

EUR 

285 

Jamaica 

Kingston 

JMD 

41,807 

Montego  Bay 

JMD 

51,320 

[Others] 

JMD 

41,807 

Japan 

Tokyo  City 

JPY 

57,314 

Akashi 

JPY 

49,908 

Akita 

JPY 

24,156 

Amagasaki 

JPY 

49,908 

Aomori 

JPY 

23,359 

Asahikawa 

JPY 

22,219 

Ashiya 

JPY 

36,462 
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Annex  4.10 


First  28  nights  Thereafter 

Country  / 

Currency 

City 

Awashima 

JPY 

57,656  All  rates  to  be 

Beppu 

JPY 

33,386  reduced  by  10% 

Chitose 

JPY 

2 1 ,080  for  stay  in  any  one 

Fukui 

JPY 

18,573  city 

Fukuoka 

JPY 

41,818 

Fukuyama 

JPY 

19,257 

Gifu 

JPY 

33,500 

Hamamatsu 

JPY 

27,575 

Hiroshima 

JPY 

27,461 

Itazuke 

JPY 

41,818 

Izumisano 

JPY 

32,702 

Kagoshima 

JPY 

28,600 

Kanazawa 

JPY 

22,675 

Kitakyushu 

JPY 

32,702 

Kochi 

JPY 

23,928 

Komaki 

JPY 

27,917 

Kumamoto 

JPY 

34,184 

Kurashiki 

JPY 

44,894 

Kure 

JPY 

27,005 

Kushiro 

JPY 

19,485 

Kyoto 

JPY 

55,377 

Matsue 

JPY 

19,029 

Matsuyama 

JPY 

27,689 

Miyazaki  City 

JPY 

44,780 

Morioka 

JPY 

22,903 

Nagasaki 

JPY 

40,564 

Nagoya 

JPY 

49,338 

Nara 

JPY 

23,815 

Narita 

JPY 

31,791 

Niigata 

JPY 

20,738 

Nishinomiya 

JPY 

36,462 

Obihiro 

JPY 

24,384 

Oita 

JPY 

25,296 

Okayama 

JPY 

31,563 
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Annex  4.10 


First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Okinawa  Prefecture 

JPY 

38,286 

All  rates  to  be 

Osaka-Kobe 

JPY 

49,908 

reduced  by  10% 

Otsu 

JPY 

29,170 

for  stay  in  any  one 

Oyama 

JPY 

20,510 

city 

Sapporo 

JPY 

47,971 

Sasebo 

JPY 

26,549 

Sendai 

JPY 

48,541 

Shiga 

JPY 

29,170 

Takamatsu 

JPY 

22,903 

Takayama 

JPY 

29,512 

Tokushima 

JPY 

22,789 

Tokyo-To 

JPY 

29,854 

Tottori 

JPY 

24,270 

Toyama 

JPY 

27,803 

Toyonaka 

JPY 

32,360 

Tsu 

JPY 

28,258 

Wakayama 

JPY 

29,512 

Yamato 

JPY 

25,410 

Yokohama 

JPY 

28,942 

Yokota 

JPY 

23,815 

Yufuin 

JPY 

30,309 

[Others] 

JPY 

28,144 

Jerusalem 

Jerusalem 

ILS 

1,964 

Jordan 

Amman 

JOD 

277 

Aqaba 

JOD 

178 

Dead  Sea/Jordan  Valley 

JOD 

227 

Petra 

JOD 

213 

[Others] 

JOD 

178 

Kazakhstan 

Almaty 

KZT 

114,955 

Aktau 

KZT 

111,317 
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Annex  4.10 


First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Astana 

KZT 

135,690 

All  rates  to  be 

[Others] 

Kenya 

KZT 

85,852 

reduced  by  10% 
for  stay  in  any  one 

Nairobi 

KES 

41,358 

city 

Lamu 

KES 

38,332 

Malindi 

KES 

36,415 

Mara  Area  Region 

KES 

30,968 

Mombasa 

KES 

27,337 

Mt.  Kenya  Area 

KES 

34,499 

Nanyuki 

KES 

5,851 

Watamu 

KES 

32,481 

[Others] 

KES 

19,569 

Kiribati 

Christmas  Island 

AUD 

194 

Kiribati 

AUD 

201 

[Others] 

Korea,  Democratic  People's  Republic  of 

AUD 

157 

Pyongyang 

KPW 

31,995 

[Others] 

KPW 

23,760 

Korea,  Republic  of 

Seoul 

WON 

413,478 

Busan 

WON 

420,147 

Changwon 

WON 

218,966 

Cheju 

WON 

367,907 

Chinju 

WON 

178,952 

Chongju 

WON 

143,384 

Chonju 

WON 

257,868 

Chung  Ju 

WON 

167,837 

Incheon 

WON 

288,990 

Kimhae 

WON 

155,610 

Kumi 

WON 

210,074 

Kwangju 

WON 

339,008 

Kyongju 

WON 

266,760 

Masan 

WON 

158,945 
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Annex  4.10 


First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Pyeongchang 

WON 

332,339 

All  rates  to  be 

Pyongtaek 

WON 

164,502 

reduced  by  10% 

Sokcho 

WON 

231,192 

for  stay  in  any  one 

Taegu 

WON 

292,325 

city 

Taejon 

WON 

223,412 

Uijongbu 

WON 

145,607 

Ulsan 

WON 

327,893 

[Others] 

WON 

145,607 

Kosovo 

Pristina 

EUR 

149 

[Others] 

EUR 

88 

Kuwait 

Kuwait  City 

KWD 

131 

[Others] 

KWD 

131 

Kyrgyzstan 

Bishkek 

KGS 

21,488 

Issyk-Kul  Region 

KGS 

13,266 

[Others] 

KGS 

8,844 

Laos 

Vientiane 

LAK 

1,805,298 

Luang  Prabang 

LAK 

2,324,747 

[Others] 

LAK 

1,626,471 

Latvia 

Riga 

EUR 

253 

[Others] 

EUR 

140 

Lebanon 

Beirut 

LBP 

518,580 

[Others] 

LBP 

518,580 

Lesotho 

Maseru 

LSL 

3,046 

[Others] 

LSL 

2,748 

Liberia 

Monrovia 

LRD 

45,925 

[Others] 

LRD 

18,059 
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Annex  4.10 


First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Libya 

Tripoli 

LYD 

619 

All  rates  to  be 

reduced  by  10% 

Benghazi 

LYD 

271 

for  stay  in  any  one 

Misurata 

LYD 

271 

city 

Sirte 

LYD 

271 

[Others] 

LYD 

221 

Liechtenstein 

Liechtenstein 

CHF 

410 

Lithuania 

Vilnius 

EUR 

281 

Palanga 

EUR 

243 

[Others] 

EUR 

192 

Luxembourg 

Luxembourg 

EUR 

365 

Madagascar 

Antananarivo 

MGA 

811,378 

Nosy  Be 

MGA 

729,213 

[Others] 

MGA 

571,730 

Malawi 

Lilongwe 

MWK 

171,662 

Blantyre 

MWK 

167,298 

Mangochi 

MWK 

144,022 

Salima 

MWK 

182,573 

[Others] 

MWK 

144,022 

Malaysia 

Kuala  Lumpur 

MYR 

1,102 

Kota  Kinabalu,  Sabah 

MYR 

1,023 

Kuantan 

MYR 

563 

Langkawi 

MYR 

1,491 

Melaka 

MYR 

915 

Penang 

MYR 

915 

[Others] 

MYR 

625 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Maldives 

Maldives 

MVR 

6,795 

All  rates  to  be 

reduced  by  10% 

Mali 

Bamako 

XOF 

134,694 

for  stay  in  any  one 
city 

[Others] 

XOF 

63,951 

Malta 

Malta 

EUR 

402 

Marshall  Islands 

Majuro 

USD 

215 

Kwajalein  Atoll 

USD 

176 

Likiep  Atoll 

USD 

113 

[Others] 

USD 

83 

Martinique 

Martinique 

EUR 

256 

Mauritania 

Nouakchott 

MRU 

6,305 

Kaedi 

MRU 

2,723 

Nouadhibou 

MRU 

4,622 

[Others] 

MRU 

2,794 

Mauritius 

Mauritius 

MUR 

8,117 

Mayotte 

Mayotte  Islands 

EUR 

161 

Mexico 

Mexico  City,  D.F. 

MXN 

6,743 

Acapulco 

MXN 

4,881 

Cabo  San  Lucas 

MXN 

7,097 

Campeche 

MXN 

3,558 

Cancun 

MXN 

6,725 

Chihuahua 

MXN 

3,409 

Ciudad  Juarez 

MXN 

2,515 

Ciudad  Victoria 

MXN 

2,813 

Colima 

MXN 

3,632 

Cozumel 

MXN 

4,284 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Cuernavaca 

MXN 

3,930 

All  rates  to  be 

Culiacan 

MXN 

2,366 

reduced  by  10% 

Ensenada 

MXN 

3,912 

for  stay  in  any  one 

Guadalajara 

MXN 

5,048 

city 

Hermosillo 

MXN 

3,241 

Huatulco 

MXN 

4,005 

Ixtapa  Zihuatanejo 

MXN 

3,483 

La  Paz 

MXN 

3,521 

Manzanillo 

MXN 

4,266 

Matamoros 

MXN 

2,813 

Mazatlan 

MXN 

3,465 

Merida 

MXN 

4,471 

Mexicali 

MXN 

4,135 

Monterrey 

MXN 

4,787 

Morelia 

MXN 

3,204 

Nogales 

MXN 

3,595 

Nuevo  Laredo 

MXN 

2,980 

Playa  del  Carmen,  Quintana  Roo 

MXN 

4,266 

Puebla 

MXN 

3,930 

Puerto  Penasco 

MXN 

6,743 

Puerto  Vallarta 

MXN 

5,216 

Queretaro 

MXN 

3,334 

San  Carlos 

MXN 

3,018 

San  Luis  Potosi 

MXN 

4,806 

San  Miguel  de  Allende 

MXN 

3,334 

Tapachula 

MXN 

2,813 

Tijuana 

MXN 

3,800 

Valle  del  Bravo 

MXN 

6,278 

Veracruz 

MXN 

3,558 

Zacatecas 

MXN 

3,670 

[Others] 

MXN 

3,111 

Micronesia,  Federated  States  of 

Pohnpei 

USD 

201 

Chuuk 

USD 

185 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Kosrae 

USD 

198 

All  rates  to  be 

Yap 

USD 

198 

reduced  by  10% 

[Others] 

USD 

185 

for  stay  in  any  one 

Moldova 

Chisinau 

MDL 

3,681 

city 

[Others] 

MDL 

3,681 

Monaco 

Monaco 

EUR 

494 

Mongolia 

Ulaanbaatar 

MNT 

716,132 

[Others] 

MNT 

404,552 

Montenegro 

Podgorica 

EUR 

248 

[Others] 

EUR 

248 

Montserrat 

Montserrat 

XCD 

381 

Morocco 

Rabat 

MAD 

2,584 

Agadir 

MAD 

1,999 

Casablanca 

MAD 

2,716 

Fes 

MAD 

2,923 

Marrakech 

MAD 

2,716 

Tangier 

MAD 

2,376 

Taroudant 

MAD 

2,150 

[Others] 

MAD 

1,952 

Mozambique 

Maputo 

MZN 

20,076 

Pemba 

MZN 

18,433 

[Others] 

MZN 

18,433 

Namibia 

Windhoek 

NAD 

3,428 

Etosha 

NAD 

1,615 

Swakopmund 

NAD 

2,096 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Walvis  Bay 

NAD 

1,714 

All  rates  to  be 

[Others] 

Nauru 

NAD 

1,530 

reduced  by  10% 
for  stay  in  any  one 

Nauru 

AUD 

345 

city 

Nepal 

Kathmandu 

NPR 

29,838 

Pokhara 

NPR 

21,362 

[Others] 

NPR 

21,827 

Netherlands 

The  Hague 

EUR 

281 

Amsterdam 

EUR 

339 

Coevorden 

EUR 

248 

Eindhoven 

EUR 

290 

Lisse 

EUR 

270 

Maastricht 

EUR 

338 

Noordwijk 

EUR 

267 

Papendrecht 

EUR 

288 

Rotterdam 

EUR 

288 

Schiphol 

EUR 

290 

Utrecht 

EUR 

255 

Ypenburg 

EUR 

281 

[Others] 

EUR 

273 

Netherlands  Antilles 

Curacao 

ANG 

546 

Aruba 

ANG 

600 

Bonaire 

ANG 

392 

Saba 

ANG 

535 

Sint  Maarten  (Dutch  Part) 

ANG 

539 

[Others] 

ANG 

392 

New  Caledonia 

New  Caledonia 

XPF 

29,754 

New  Zealand 

Wellington 

NZD 

452 

Auckland 

NZD 

629 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Christchurch 

NZD 

443 

All  rates  to  be 

Dunedin 

NZD 

368 

reduced  by  10% 

Queenstown 

NZD 

623 

for  stay  in  any  one 

Rotorua 

NZD 

375 

city 

[Others] 

NZD 

313 

Nicaragua 

Managua 

NIO 

8,543 

Corn  Island 

NIO 

5,813 

San  Juan  del  Sur 

NIO 

10,020 

[Others] 

NIO 

4,914 

Niger 

Niamey 

XOF 

107,529 

[Others] 

XOF 

88,287 

Nigeria 

Abuja 

NGN 

207,532 

Kaduna 

NGN 

137,386 

Lagos 

NGN 

162,100 

Port  Harcourt 

NGN 

163,191 

[Others] 

NGN 

163,191 

Niue 

Niue 

NZD 

180 

North  Macedonia,  Republic  of 

Skopje 

MKD 

12,362 

Ohrid 

MKD 

9,603 

[Others] 

MKD 

9,603 

Norway 

Oslo 

NOK 

3,072 

Stavanger 

NOK 

3,211 

[Others] 

NOK 

3,072 

Oman 

Muscat 

OMR 

160 

Duqrn 

OMR 

121 

Salalah 

OMR 

134 

[Others] 

OMR 

134 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Pakistan 

Islamabad 

PKR 

38,437 

All  rates  to  be 

reduced  by  10% 

Faisalabad 

PKR 

31,763 

for  stay  in  any  one 

Karachi 

PKR 

34,977 

city 

Lahore 

PKR 

39,179 

Peshawar 

PKR 

24,471 

Quetta 

PKR 

32,010 

[Others] 

PKR 

32,010 

Palau 

Koror 

USD 

340 

[Others] 

USD 

340 

Panama 

Panama  City 

PAB 

272 

Colon 

PAB 

201 

David,  Chiriqui 

PAB 

195 

[Others] 

PAB 

142 

Papua  New  Guinea 

Port  Moresby 

PGK 

1,260 

[Others] 

PGK 

809 

Paraguay 

Asuncion 

PYG 

1,598,309 

Ciudad  del  Este 

PYG 

1,285,725 

Pegro  Juan 

PYG 

713,636 

[Others] 

PYG 

719,534 

Peru 

Lima 

PEN 

1,182 

Cusco 

PEN 

1,100 

Paracas 

PEN 

905 

[Others] 

PEN 

651 

Philippines 

Manila 

PHP 

15,481 

Cebu 

PHP 

9,581 

Davao  City 

PHP 

7,632 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Mactan 

PHP 

12,395  All  rates  to  be 

[Others] 

PHP 

8,877  reduced  by  10% 

Poland 

for  stay  in  any  one 

Warsaw 

PLN 

1,027  city 

Bydgoszcz 

PLN 

742 

Gdansk 

PLN 

846 

Katowice 

PLN 

864 

Kielce 

PLN 

809 

Krakow 

PLN 

1,278 

Poznan 

PLN 

1,134 

Wroclaw 

PLN 

879 

Zakopane 

PLN 

739 

[Others] 

PLN 

742 

Portugal 

Lisbon 

EUR 

249 

Cascais 

EUR 

181 

Estoril 

EUR 

181 

Faial  Island 

EUR 

155 

Madeira  Islands 

EUR 

155 

Oeiras 

EUR 

181 

Oporto 

EUR 

171 

Ponta  Delgada 

EUR 

202 

Sao  Miguel  Island 

EUR 

202 

[Others] 

EUR 

148 

Qatar 

Doha 

QAR 

1,416 

[Others] 

QAR 

1,416 

Reunion 

Reunion 

EUR 

191 

Romania 

Bucharest 

RON 

1,142 

Constanta 

RON 

720 

[Others] 

RON 

828 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Russia 

Moscow 

RUB 

30,291 

All  rates  to  be 

reduced  by  10% 

Saint  Petersburg 

RUB 

31,796 

for  stay  in  any  one 

Sochi 

RUB 

33,169 

city 

Vladivostok 

RUB 

21,590 

Yekaterinburg 

RUB 

19,365 

Yuzhno-Sakhalinsk 

RUB 

24,206 

[Others] 

RUB 

19,365 

Rwanda 

Kigali 

RWF 

252,082 

Akagera 

RWF 

162,239 

Gisenyi 

RWF 

135,199 

Ruhengeri 

RWF 

113,393 

[Others] 

RWF 

135,199 

Saint  Helena 

Saint  Helena 

SHP 

44 

Saint  Kitts  and  Nevis 

Saint  Kitts  and  Nevis 

XCD 

1,050 

Saint  Vincent  and  the  Grenadines 

Saint  Vincent  and  the  Grenadines 

XCD 

672 

Samoa 

Samoa 

WST 

795 

San  Marino 

San  Marino 

EUR 

193 

Sao  Tome  and  Principe 

Principe 

STN 

6,462 

Sao  Tome 

STN 

5,742 

Saudi  Arabia 

Riyadh 

SAR 

1,819 

Dhahran  Area 

SAR 

1,635 

Eskan 

SAR 

461 

Jeddah 

SAR 

1,913 

Medina 

SAR 

791 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Taif 

SAR 

773 

All  rates  to  be 

[Others] 

SAR 

1,913 

reduced  by  10% 

Senegal 

Dakar 

XOF 

156,200 

for  stay  in  any  one 
city 

Mbour 

XOF 

103,001 

[Others] 

XOF 

81,496 

Serbia 

Belgrade 

RSD 

29,608 

Kopaonik 

RSD 

22,461 

[Others] 

RSD 

13,273 

Seychelles 

Seychelles 

SCR 

6,148 

Sierra  Leone 

Freetown 

SLL 

2,691,283 

[Others] 

SLL 

1,864,494 

Singapore 

Singapore 

SGD 

567 

Slovakia 

Bratislava 

EUR 

248 

Liptovsky  Mikulas 

EUR 

201 

Zilina 

EUR 

164 

[Others] 

EUR 

167 

Slovenia 

Ljubljana 

EUR 

248 

Portoroz 

EUR 

253 

[Others] 

EUR 

248 

Solomon  Islands 

Solomon  Islands 

SBD 

2,916 

Somalia 

Mogadishu 

SOS 

150,269 

[Others] 

SOS 

97,675 

South  Africa 

Pretoria 

ZAR 

3,754 

Bloemfontein 

ZAR 

2,819 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Cape  Town 

ZAR 

4,462 

All  rates  to  be 

Durban 

ZAR 

4,320 

reduced  by  10% 

Johannesburg 

ZAR 

4,859 

for  stay  in  any  one 

Sun  City 

ZAR 

2,677 

city 

[Others] 

ZAR 

2,621 

South  Sudan 

Juba 

SSP 

35,432 

[Others] 

SSP 

35,432 

Spain 

Madrid 

EUR 

319 

Ahneria 

EUR 

243 

Balearic  Islands 

EUR 

280 

Barcelona 

EUR 

323 

Bilbao 

EUR 

210 

Fuengirola 

EUR 

217 

La  Coruna 

EUR 

211 

Las  Palmas  de  Gran  Canaria 

EUR 

252 

Malaga 

EUR 

218 

Marbella 

EUR 

218 

Oviedo 

EUR 

188 

San  Sebastian 

EUR 

201 

Santa  Cruz  de  Tenerife 

EUR 

192 

Santander 

EUR 

229 

Santiago  de  Compostela 

EUR 

238 

Seville 

EUR 

222 

Valencia 

EUR 

203 

Vigo 

EUR 

205 

Zaragoza 

EUR 

327 

[Others] 

EUR 

221 

Sri  Lanka 

Colombo 

LKR 

53,600 

Ahungalla 

LKR 

28,406 

Bentota 

LKR 

24,686 

Chilaw 

LKR 

25,532 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Galle 

LKR 

36,522 

All  rates  to  be 

Kandy 

LKR 

41,595 

reduced  by  10% 

Trincomalee 

LKR 

39,059 

for  stay  in  any  one 

[Others] 

LKR 

25,701 

city 

St  Lucia 

Saint  Lucia 

XCD 

1,061 

Sudan 

Khartoum 

SDG 

6,996 

[Others] 

SDG 

5,319 

Suriname 

Paramaribo 

SRD 

1,939 

[Others] 

SRD 

1,939 

Sweden 

Stockholm 

SEK 

3,371 

[Others] 

SEK 

3,371 

Switzerland 

Bern 

CHF 

443 

Bad  Ragaz 

CHF 

563 

Basel 

CHF 

402 

Davos 

CHF 

519 

Geneva 

CHF 

479 

Klosters 

CHF 

450 

Lugano 

CHF 

422 

Montreux 

CHF 

487 

Zurich 

CHF 

553 

[Others] 

CHF 

384 

Syria 

Damascus 

SYP 

73,857 

[Others] 

SYP 

73,857 

Tajikistan 

Dushanbe 

TJS 

3,013 

Khorog 

TJS 

2,411 

Kulob 

TJS 

1,460 

[Others] 

TJS 

1,460 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Tanzania 

Dar  Es  Salaam 

TZS 

706,525 

All  rates  to  be 

reduced  by  10% 

Arusha 

TZS 

548,758 

for  stay  in  any  one 

Morogoro 

TZS 

450,439 

city 

Zanzibar 

TZS 

656,223 

[Others] 

TZS 

358,979 

Thailand 

Bangkok 

THB 

7,775 

Cha  Am 

THB 

7,485 

Chiang  Mai 

THB 

6,711 

Chiang  Rai 

THB 

5,807 

Hat  Yai 

THB 

5,807 

Hua  Hin 

THB 

7,485 

Khao  Lak 

THB 

9,066 

Krabi 

THB 

9,066 

Nong  Khai 

THB 

3,839 

Pattaya  City 

THB 

6,259 

Phuket 

THB 

9,324 

Samui  Island 

THB 

8,937 

[Others] 

THB 

3,839 

Timor-Leste 

Dili 

USD 

284 

[Others] 

USD 

100 

Togo 

Lome 

XOL 

207,135 

Lama  Kara 

XOL 

55,462 

Sokode 

XOL 

56,028 

[Others] 

XOL 

43,577 

Tokelau 

Tokelau  Islands 

NZD 

57 

Tonga 

Nukualofa 

TOP 

483 

[Others] 

TOP 

483 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Trinidad  and  Tobago 

All  rates  to  be 

Port  of  Spain 

TTD 

2,567  reduced  by  10% 

Tobago 

TTD 

2,2 1 1  for  stay  in  any  one 

[Others] 

TTD 

2,567  city 

Tunisia 

Tunis 

TND 

502 

Jerba 

TND 

468 

Tabarka 

TND 

530 

Tamerza 

TND 

337 

Tozeur 

TND 

356 

[Others] 

TND 

424 

Turkey 

Ankara 

TRY 

2,129 

Adana-Incirlik 

TRY 

1,585 

Antalya 

TRY 

1,692 

Aydin 

TRY 

1,579 

Bursa 

TRY 

1,555 

Elmadag 

TRY 

2,129 

Gaziantep 

TRY 

1,393 

Istanbul 

TRY 

2,571 

Izmir-Cigli 

TRY 

1,961 

Manzarali 

TRY 

2,129 

Nevsehir 

TRY 

1,393 

Yamanlar 

TRY 

1,961 

[Others] 

TRY 

1,208 

Turkmenistan 

Ashgabat 

TMT 

988 

[Others] 

TMT 

578 

Turks  and  Caicos  Islands 

Turks  and  Caicos  Islands 

USD 

412 

Tuvalu 

Tuvalu 

AUD 

269 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Uganda 

Kampala 

UGX 

1,290,594 

All  rates  to  be 

reduced  by  10% 

Entebbe 

UGX 

1,062,842 

for  stay  in  any  one 

Fort  Portal 

UGX 

668,072 

city 

Gulu 

UGX 

417,545 

Jinja 

UGX 

1,097,005 

Mbale 

UGX 

554,196 

[Others] 

UGX 

417,545 

Ukraine 

Kyiv 

UAH 

10,572 

Kharkiv 

UAH 

6,982 

[Others] 

UAH 

6,700 

United  Arab  Emirates 

Abu  Dhabi 

AED 

1,506 

Dubai 

AED 

2,031 

[Others] 

AED 

1,506 

United  Kingdom 

London 

GBP 

370 

Belfast 

GBP 

233 

Birmingham 

GBP 

183 

Bristol 

GBP 

223 

Cambridge 

GBP 

307 

Cardiff,  Wales 

GBP 

196 

Caversham 

GBP 

269 

Cheltenham 

GBP 

196 

Crawley 

GBP 

370 

Edinburgh 

GBP 

306 

Fairford 

GBP 

201 

Gatwick 

GBP 

229 

Glasgow 

GBP 

195 

Harrogate 

GBP 

145 

High  Wycombe 

GBP 

191 

Horley 

GBP 

229 

Liverpool 

GBP 

270 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Loudwater 

GBP 

188 

All  rates  to  be 

Manchester 

GBP 

281 

reduced  by  10% 

Menwith  Hill 

GBP 

145 

for  stay  in  any  one 

Oxford 

GBP 

320 

city 

Reading 

GBP 

269 

[Others] 

GBP 

253 

United  States  of  America  Note 

Alabama 

Montgomery 

USD 

184 

[Others] 

USD 

184 

Alaska 

Juneau 

USD 

375 

[Others] 

USD 

375 

American  Samoa 

Pago  Pago 

USD 

267 

[Others] 

USD 

267 

Arizona 

Phoenix 

USD 

233 

[Others] 

USD 

233 

Arkansas 

Little  Rock 

USD 

184 

[Others] 

USD 

184 

California 

Sacramento 

USD 

251 

Alameda 

USD 

306 

Anaheim 

USD 

308 

Long  Beach 

USD 

308 

Los  Angeles 

USD 

308 

San  Diego 

USD 

301 

San  Francisco 

USD 

447 

[Others] 

USD 

251 

Colorado 

Denver 

USD 

324 

[Others] 

USD 

324 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Connecticut 

All  rates  to  be 

Hartford 

USD 

236  reduced  by  10% 

[Others] 

USD 

236  for  stay  in  any  one 

Delaware 

city 

Dover 

USD 

190 

[Others] 

USD 

190 

Florida 

Tallahassee 

USD 

212 

Miami 

USD 

271 

Orlando 

USD 

244 

Tampa 

USD 

242 

[Others] 

USD 

212 

Georgia 

Atlanta 

USD 

276 

Decatur 

USD 

276 

[Others] 

USD 

276 

Guam 

Hagatna 

USD 

305 

Tamuning 

USD 

305 

[Others] 

USD 

305 

Hawaii 

Honolulu 

USD 

380 

[Others] 

USD 

380 

Idaho 

Boise 

USD 

184 

[Others] 

USD 

184 

Illinois 

Springfield 

USD 

184 

Chicago 

USD 

329 

[Others] 

USD 

184 

Indiana 

Indianapolis 

USD 

227 

[Others] 

USD 

227 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Iowa 

All  rates  to  be 

Des  Moines 

USD 

209  reduced  by  10% 

[Others] 

USD 

209  for  stay  in  any  one 

Kansas 

city 

Topeka 

USD 

184 

[Others] 

USD 

184 

Kentucky 

Frankfort 

USD 

184 

Louisville 

USD 

235 

[Others] 

USD 

184 

Louisiana 

Baton  Rouge 

USD 

198 

New  Orleans 

USD 

272 

[Others] 

USD 

198 

Maine 

Augusta 

USD 

184 

[Others] 

USD 

184 

Maryland 

Annapolis 

USD 

233 

Baltimore 

USD 

267 

Emmitsburg 

USD 

198 

[Others] 

USD 

233 

Massachusetts 

Boston 

USD 

408 

[Others] 

USD 

408 

Michigan 

Lansing 

USD 

204 

Detroit 

USD 

235 

East  Lansing 

USD 

204 

[Others] 

USD 

204 

Midway  Islands 

Midway  Islands 

USD 

252 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

Minnesota 

All  rates  to  be 

St.  Paul 

USD 

273  reduced  by  10% 

Minneapolis 

USD 

273  for  stay  in  any  one 

[Others] 

USD 

273  city 

Mississippi 

Jackson 

USD 

184 

[Others] 

USD 

184 

Missouri 

Jefferson  City 

USD 

184 

Kansas  City 

USD 

237 

Saint  Louis 

USD 

248 

[Others] 

USD 

184 

Montana 

Helena 

USD 

204 

[Others] 

USD 

204 

Nebraska 

Lincoln 

USD 

184 

[Others] 

USD 

184 

Nevada 

Carson  City 

USD 

184 

Henderson 

USD 

213 

Las  Vegas 

USD 

213 

[Others] 

USD 

184 

New  Hampshire 

Concord 

USD 

206 

[Others] 

USD 

206 

New  Jersey 

Trenton 

USD 

236 

Atlantic  City 

USD 

196 

[Others] 

USD 

236 

New  Mexico 

Santa  Fe 

USD 

224 

[Others] 

USD 

224 
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First  28  nights  Thereafter 

Country  / 

Currency 

City 

New  York  State 

All  rates  to  be 

Albany 

USD 

216  reduced  by  10% 

New  York 

USD 

412  for  stay  in  any  one 

[Others] 

USD 

216  city 

North  Carolina 

Raleigh 

USD 

216 

Chapel  Hill 

USD 

225 

Charlotte 

USD 

234 

[Others] 

USD 

216 

North  Dakota 

Bismarck 

USD 

184 

[Others] 

USD 

184 

Northern  Mariana  Islands 

Saipan 

USD 

322 

[Others] 

USD 

322 

Ohio 

Columbus 

USD 

228 

Cincinnati 

USD 

271 

[Others] 

USD 

228 

Oklahoma 

Oklahoma  City 

USD 

191 

[Others] 

USD 

191 

Oregon 

Salem 

USD 

184 

Portland 

USD 

299 

[Others] 

USD 

184 

Pennsylvania 

Harrisburg 

USD 

220 

Pittsburgh 

USD 

227 

[Others] 

USD 

220 

Puerto  Rico 

San  Juan 

USD 

336 

[Others] 

USD 

336 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Rhode  Island 

Providence 

USD 

275 

All  rates  to  be 

reduced  by  10% 

[Others] 

USD 

275 

for  stay  in  any  one 

South  Carolina 

Columbia 

USD 

210 

city 

[Others] 

USD 

210 

South  Dakota 

Pierre 

USD 

184 

[Others] 

USD 

184 

Tennessee 

Nashville 

USD 

305 

Memphis 

USD 

227 

[Others] 

USD 

305 

Texas 

Austin 

USD 

265 

Dallas 

USD 

273 

Houston 

USD 

235 

[Others] 

USD 

265 

Utah 

Salt  Lake  City 

USD 

227 

[Others] 

USD 

227 

Vermont 

Montpelier 

USD 

239 

[Others] 

USD 

239 

Virgin  Islands 

Charlotte  Amalie 

USD 

492 

[Others] 

USD 

492 

Virginia 

Richmond 

USD 

267 

[Others] 

USD 

267 

Wake  Island 

Wake  Island 

USD 

247 

Washington  DC 

Washington  DC 

USD 

372 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Washington  State 

Olympia 

USD 

240 

All  rates  to  be 

reduced  by  10% 

Fort  Lewis 

USD 

237 

for  stay  in  any  one 

Seattle 

USD 

366 

city 

[Others] 

USD 

240 

West  Virginia 

Charleston 

USD 

203 

[Others] 

USD 

203 

Wisconsin 

Madison 

USD 

224 

Milwaukee 

USD 

230 

Neenah 

USD 

184 

[Others] 

USD 

224 

Wyoming 

Cheyenne 

USD 

184 

[Others] 

USD 

184 

Uruguay 

Montevideo 

UYU 

8,248 

Colonia 

UYU 

8,673 

Punta  del  Este 

UYU 

11,554 

[Others] 

UYU 

8,248 

Uzbekistan 

Tashkent 

UZS 

2,254,418 

[Others] 

UZS 

1,147,410 

Vanuatu 

Port  Vila 

VUV 

32,892 

Santos 

VUV 

32,669 

Tanna  Island 

VUV 

42,146 

[Others] 

VUV 

3,679 

Venezuela 

Caracas 

VES 

35,350 

Barquisimeto 

VES 

34,551 

Maracaibo 

VES 

34,612 

Porlamar 

VES 

33,628 
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First  28  nights 

Thereafter 

Country  / 

Currency 

City 

Puerto  La  Cruz 

VES 

29,755 

All  rates  to  be 

Puerto  Ordaz 

VES 

30,677 

reduced  by  10% 

Punto  Fijo 

VES 

29,018 

for  stay  in  any  one 

San  Cristobal 

VES 

33,567 

city 

Valencia 

VES 

31,046 

[Others] 

VES 

29,755 

Vietnam 

Hanoi 

VND 

6,480,708 

Dalat 

VND 

5,688,104 

Danang 

VND 

5,618,168 

Ho  Chi  Minh  City 

VND 

7,133,441 

[Others] 

VND 

4,825,563 

Virgin  Islands,  British 

Virgin  Islands,  British 

USD 

258 

Wallis  and  Futuna 

Wallis  and  Futuna 

XPF 

14,105 

Yemen 

Sanaa 

YER 

113,806 

Aden 

YER 

55,527 

[Others] 

YER 

43,271 

Zambia 

Lusaka 

ZMW 

3,549 

Livingstone 

ZMW 

4,222 

[Others] 

ZMW 

2,179 

Zimbabwe 

Harare 

USD 

304 

Bulawayo 

USD 

232 

Victoria  Falls 

USD 

365 

[Others] 

USD 

221 

Other  Foreign  Localities 

Other  Foreign  Localities 

USD 

77 
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Note 

Hotel  accommodation-related  taxes  are  not  included  in  the  rates  of  subsistence  allowance  for  the 
destinations  in  the  United  States  of  America  (USA).  Hotel  accommodation-related  taxes  paid 
during  duty  visits  in  the  USA  should  be  reimbursed  on  an  “actual-expenses”  basis  under  CSR  714(1) 
if  they  are  paid  for  by  the  officer  concerned. 
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December  2018  Annex  4.11 

Local  Subsistence  Allowance  (CSR  712(1)) 

(with  effect  from  1.1.2019) 


Salary  Rate  Per  Day 

Point  6  and  below  of  the  Master  Pay  Scale  or  equivalent  $66 

Points  7-13  of  the  Master  Pay  Scale  or  equivalent  $99 

Points  14-33  of  the  Master  Pay  Scale  or  equivalent  $125 

Point  34  and  above  of  the  Master  Pay  Scale  or  equivalent  $  132 


Note :  (1)  An  officer  acting  in  a  higher  rank  will  draw  an  allowance  applicable  to  the 

minimum  of  the  salary  scale  of  the  rank  in  which  he  is  acting,  or  that 
appropriate  to  his  acting  pay  whichever  is  the  greater. 

(2)  An  officer  on  point  33A,  33B  or  33C  of  the  Master  Pay  Scale  will  draw  an 
allowance  applicable  to  point  33  of  the  Master  Pay  Scale. 


Amendment  No.  26/2018 


Annex  4.12 


Provision  of  Travelling  Subsidy  under  CSR  720-749 

Case  Examples 

This  Annex  sets  out  examples  on  journeys  taken  under  different  circumstances. 
There  are  four  major  types  of  journeys  and  the  relevant  processing  arrangements  are 
summarized  as  follows  - 


Type 

Journey 

Travelling  subsidy 

Relevant 

CSR 

I 

between  home  and  place  of  work 
(i.e.  office  or  place  of  outside  duty) 

Supplementary  Travel 
Allowance  (STA) 

731 

Partial  reimbursement  of 
travelling  expenses  incurred 

732 

II 

between  two  places  of  work  (i.e.  two 
offices,  one  office  and  one  place  of 
outside  duty,  or  two  places  of  outside 
duty) 

Full  reimbursement  of 
travelling  expenses  incurred 

723(1) 

Duty  Mileage  Allowance 
(DMA) 

727(1) 

III 

extra  journey  from  home  to  place  of 
outside  duty,  and  direct  back  home 

Full  reimbursement  of 
travelling  expenses  incurred 

723(2) 

DMA 

727(2) 

IV 

extra  journey  from  home  to  office, 
and  direct  back  home  in  response  to 
emergency/on-call  duties 

Full  reimbursement  of 
travelling  expenses  incurred 

723(3) 

DMA 

727(3) 

Symbols  used  in  examples  - 

H  =  the  officer's  home, 

O  =  the  officer's  office,  (Ol  and  02  stand  for  two  offices), 

D  =  a  place  of  outside  duty,  (D1  and  D2  stand  for  two  places  of  outside  duty), 
W  =  a  place  of  work  (i.e.  an  office  or  a  place  of  outside  duty  as  appropriate). 


Amendment  No.  12(a)/2000 


Annex  4.12  (P.  2) 


A.  Journeys  taken  under  normal  circumstances  (Type  I  &  II  journeys) 
Example  1 


H 


la 


O 


lb 


D1 


lc 


D2 


Id 


O 


le 


H 


Example  2 


H 


2a 


D — — —  Ol 


2c 


02 


2d 


D 


2e 


H 


Journey 

Travelling  Subsidy 

la,  le, 

CSR  731  -  payment  of  STA  if  the  place  of  work  ( office  or  place  of  outside 

2a,  2e 

duty  as  appropriate)  is  a  “designated  office”  ;  or 

(Type  I) 

CSR  732  -  partial  reimbursement  of  travelling  expenses  if  the  journey  is 
taken  when  public  transport  is  unavailable  or  manifestly  inadequate 

No  mileage  allowance  will  be  paid  for  the  journey  between  home  and  place 
of  work  even  if  the  officer  drives  his  car  for  duty  on  that  day. 

lb,  lc,  Id, 

CSR  723(1)  -  full  reimbursement  of  travelling  expenses  by  public  transport; 

2b,  2c,  2d 

or 

(Type  II) 

CSR  727(1)  -  DMA  if  the  officer  is  authorised  to  drive  his  private  car  for 
the  duty  concerned 

Amendment  No.  12(b)/2000 


Annex  4.12  (P.  3) 


Return  journeys  taken  in  between  two  normal  home-office  journeys  (Type  III  &  IV 
journeys) 

Example  1 


H 


la 


W 


la 


H 


H 


lb 


W 


lb 


H 


H 


lc 


W 


lc 


H 


normal  duty  hours 


normal  duty  hours 


Journeys 

Travelling  Subsidy 

la,  lc 

CSR  731  or  732  applies.  These  are  normal  home-office  journeys  -  journeys 
from  home  to  a  place  of  work  (i.e.  office  or  place  of  outside  duty)  and  from  a 
place  of  work  back  home  for  the  purpose  of  performing  duties  during  an 
officer’s  nonnal  duty  hours. 

lb 

CSR  723(2)/(3)  or  727(2)/(3)  applies.  This  is  a  return  journey  taken  in 
between  two  normal  home-office  journeys. 

The  following  examples  illustrate  journeys  which  should  be  treated  as  Type  I/II  journeys 
rather  than  a  return  journey  taken  in  between  two  normal  home-office  journeys  - 


Example  2 


H 


2a 


O 


2a 


H 


H 


2b 


W 


2b 


H 


normal  duty  hours 


< —  normal  duty  hours— > 


Example  3 

3b 

W  -  H 


3b 

H  - 


k —  normal  duty  hours— > 


3a  3a 

H  -  O  -  H 


normal  duty  hours 


Journey 

Travelling  Subsidy 

2a,  3a 

CSR  731/732  applies.  These  are  nonnal  journeys  between  home  and  place  of 
work  for  attending  duties  during  normal  duty  hours 

2b,  3b 

CSR  731/732  applies.  These  are  not  return  journeys  taken  in  between  two 
normal  home-office  journeys 

Amendment  No.  12(c)/2000 


Annex  4.12  (P.  4) 


STA  under  CSR  731(2)(c)  when  Government  transport  is  provided 

Example  1  -  Tung  Chung  (TC)  as  a  pick-up/drop-off point  for  staff  working  in  the  airport 

H  TC  -  O  -  TC  — —  H 


Example  2#  - 


Tsuen  Wan  (TW)  as  a  pick-up/dr  op-off point  for  staff  working  in  the  airport 

H  TW  -  O  -  TW  H 


Example  3#  -  Sai  Kung  Town  Centre  (SKTC)  as  a  pick-up/ drop-off  point  for  staff  working 
in  the  Lady  MacLehose  Holiday  Village 


H 


3a 


SKTC 


O 


SKTC 


3a 


H 


Journey 

STA 

la 

payable  as  the  pick-up/drop-off  point  of  the  Government  transport  provided 
(Tung  Chung)  is  a  “designated  office”  . 

2a# 

3a# 

not  payable  as  the  pick-up/drop-off  point  of  the  Government  transport  provided 
(Tsuen  Wan  or  Sai  Kung  Town  Centre)  is  not  a  “designated  office”  . 

#  In  connection  with  situations  described  in  examples  2  and  3  above  - 

(i)  STA  will  not  be  payable  even  if  an  officer  has  not  actually  used  the  Government  transport 
provided; 

(ii)  for  an  officer  authorised  to  use  his  own  vehicle  for  duty  purposes,  STA  will  be  payable  on 
those  days  when  he  uses  his  vehicle  for  duty  purposes.  However,  on  other  days  on  which 
the  officer  is  not  required  to  use  his  vehicle  for  duty  purposes,  he  will  be  deemed  to  have 
used  Government  transport  and  will  not  be  eligible  for  STA. 


Amendment  No.  12(d)/2000 


Annex  4.13 


Apr  2019 


Apr  2019 


Rates  of  Supplementary  Travel  Allowance  and  No-Claim  Limit 

(with  effect  from  1  April  2019) 


A.  Rates  of  Supplementary  Travel  Allowance  under  CSR  731(1) 


Location  of  “designated  offices” 

Return  journey 

Single  journey 

Outlying  islands 

$34 

$17 

Other  locations 

$11 

$5.5 

B.  No-Claim  Limit  under  CSR  732(2)(a) 


Return  journey 

Single  journey 

$26 

$13 

Amendment  No.  15/2019 


Annex  4.14 


List  of  Regions  for  the  Purpose  of  Claiming 
Supplementary  Travel  Allowance  (STA)  under  CSR  731(2)(a) 


An  officer  who  resides  in  the  same  region  of  his/her  “designated  office”  will  not 
be  eligible  for  STA.  The  regions  for  the  purpose  of  claiming  STA  are  as  follows  - 

(a)  Hong  Kong  Region; 

(b)  Kowloon  Region  (including  Hong  Kong  University  of  Science  and 
Technology,  Tseung  Kwan  O,  Clear  Water  Bay); 

(c)  Sai  Kung  Region; 

(d)  New  Territories  East  Region  (including  Sha  Tin,  Tai  Po,  Ma  On  Shan, 
Sheung  Shui,  Fanling); 

(e)  New  Territories  West  Region  (including  Tsuen  Wan,  Tuen  Mun,  Yuen  Long, 
Kwai  Chung  and  Tsing  Yi);  and 

(f)  Islands  Region  (including  Lantau  Island  and  all  outlying  islands  with  each 
island  being  treated  as  an  independent  region). 

The  regions  and  their  boundaries  listed  in  (a)  to  (f)  above  may  be  varied  as  considered 
appropriate  by  the  Secretary  for  the  Civil  Service. 


Examples 


Home 

Place  of  work 

Eligibility  for  STA 

Discovery  Bay 

Airport 

Not  eligible  as  airport  and  Discovery  Bay  are  in  the 
same  region  -  “Lantau  Island” 

Cheung  Chau 

Airport 

Eligible  as  airport  and  Cheung  Chau  are  in  two 
different  regions  -  “  Lantau  Island  ”  and 

“Cheung  Chau”  . 

Amendment  No.  14/2000 


Annex  5.2 


March  2019 


Rates  of  Private  Tenancy  Allowance 

(with  effect  from  1  April  2019) 


Pay  Points 
(or  equivalent) 

Grade  of 
Eligibility  for 
Quarters 

Rates  per  month  ($) 

"Married" 

Rates 

"Single" 

Rates 

D2  and  above 

A/AA 

44,670 

40,200 

35,740 

MPS  41  -D1 

B 

37,610 

33,830 

30,100 

MPS  38  -  40 

C 

32,940 

29,600 

26,340 

MPS  34  -  37 

CD 

27,850 

25,040 

22,280 

MPS  30  -  33C 

D 

24,530 

22,080 

19,620 

MPS  25  -  29 

E 

20,640 

18,500 

16,520 

MPS  22  -  24 

F 

17,540 

15,770 

14,050 

MPS  17-21 

G 

15,310 

13,800 

12,260 

Notes  : 

(a)  "Family"  rates  are  applicable  to  - 

(i)  married  officers  accompanied  by  spouse  and  one  or  more  dependent  children; 

(ii)  married  officers  unaccompanied  by  spouse  but  accompanied  by  more  than  one 
dependent  child;  and 

(iii)  officers  accompanied  by  more  than  one  dependent  child  and  who  are  separated, 
divorced,  widowed  or  single. 

(b)  "Married"  rates  are  applicable  to  - 

(i)  married  officers  (accompanied  by  spouse)  without  (or  unaccompanied  by)  any 
dependent  children;  and 

(ii)  officers  accompanied  by  one  dependent  child  and  who  are  married  (unaccompanied  by 
spouse),  separated,  divorced,  widowed  or  single. 

(c)  "Single"  rates  are  applicable  to  officers  without  (or  unaccompanied  by)  any  dependent 
children  and  who  are  single,  married  (unaccompanied  by  spouse),  separated,  divorced  or 
widowed. 

For  the  purpose  of  Private  Tenancy  Allowance  provision,  “dependent  children”  is  defined  as 
children  under  the  age  of  21  years  and  children  who,  regardless  of  age,  are  dependent  on  the 
officer  as  a  result  of  physical  or  mental  infirmity. 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  6/2019 


Annex  5.3 


March  1988 


RATES  OF  FURNITURE  ALLOWANCE 
AND  DOMESTIC  APPLIANCES  ALLOWANCE 

(With  effect  from  1.8.87) 


Furniture  $  1 00  per  month 

Allowance 


Domestic  $50  per  month 

Appliances 

Allowance 


March  1988 


Annex  5.4 


RATES  OF  HOUSE  ALLOWANCE 


(  With  effect  from  1.7.72  ) 


Grade  of 
Entitlement 


1 .  Allowance  per 
month  for  Co¬ 
operative  flats  with 
an  occupation 

permit  date  prior  to 
1.1.64  (Most  of  the 
Government  loans 
for  these  flats  are 
charged  interest  at 
3V2%  p.a.) 


A 

B 

C 

CD 

D 


2.  Allowance  per 
month  for  Co¬ 
operative  flats  with 
an  occupation 

permit  date  after 
31.12.63  (Most  of 
the  Government 
loans  for  these  flats 
are  charged  interest 
at  5%  p.a.) 


A 

B 

C 

CD 

D 


3.  Allowance  per 
month  for  privately 
owned  flats  built  at 
any  time,  for  Co¬ 
operative  flats  such 
as  Highview,  and 
for  flats  in  the 
Government  Built 
Schemes  such  as 
Lung  Cheung  Court. 
(Government  loans, 
if  granted,  are 
charged  interest  at 
7%  p.a.) 


A 

B 

C 

CD 

D 


Grade  of  Accommodation  Occupied 


A 

B 

c 

CD 

D 

E 

F 

G 

($) 

($) 

(S) 

(S) 

(S) 

($) 

($) 

($) 

N/A 

50 

50 

50 

50 

- 

- 

- 

N/A 

185 

50 

50 

50 

50 

- 

- 

N/A 

60 

60 

50 

50 

50 

50 

- 

N/A 

85 

85 

85 

50 

50 

50 

50 

N/A 

110 

no 

no 

no 

50 

50 

50 

50 

50 

125 

160 

175 

- 

- 

- 

275 

275 

175 

155 

170 

155 

- 

- 

260 

260 

260 

185 

170 

150 

145 

- 

260 

260 

260 

260 

205 

150 

145 

125 

270 

270 

270 

270 

270 

175 

145 

125 

190 

175 

245 

270 

275 

- 

- 

- 

410 

410 

295 

265 

270 

240 

- 

- 

375 

375 

375 

290 

265 

230 

215 

- 

365 

365 

365 

365 

300 

230 

215 

180 

365 

365 

365 

365 

365 

260 

215 

180 

Note 

N/A:  Not  Applicable.  There  are  no  A  grade  Co-operative  flats  built  before  1964. 


CHAPTER  V  -  HOUSING  BENEFITS 


RATES  OF  REMOVAL  ALLOWANCE 
(with  effect  from  2  July  2019) 


Annex  5.6 


Salary  point 

Rate  of  allowance 
($> 

D2  and  above  or  equivalent 

31,920 

D1  and  MPS  38  -  49  or  equivalent 

24,250 

MPS  17-37  or  equivalent 

15,865 

MPS  16  and  below  or  equivalent 

7,465 

D  -  Directorate  Pay  Scale 
MPS  -  Master  Pay  Scale 


These  figures  have  been  grossed  up  for  tax  using  a  factor  of  1.17647. 


Amendment  No.  16/2019 


CHAPTER  V  -  HOUSING  BENEFITS 


Annex  5.7 


Ceiling  Rates  for  Hotel  Accommodation 
(with  effect  from  4  May  2018) 


Salary 

Grade 

Ceiling  Rates 

Single  Occupancy 
($) 

Double  Occupancy 
($) 

D6  and  above  or 
equivalent 

AA 

1,400 

1,440 

D2  to  D5  or 
equivalent 

A 

1,100 

1,110 

D1  and  MPS  41  -  49 
or  equivalent 

B 

950 

990 

MPS  38  -  40  or 
equivalent 

C 

830 

850 

MPS  34  -  37  and 
below  or  equivalent 

CD  or  below 

720 

740 

Amendment  No.  15/2018 


Annex  6.1 


Hospital  Maintenance  Fees  under  CSR  922 
(with  effect  from  18  July  2017) 

Class  of  accommodation  Daily  rate 

($) 

First  class  beds  422 

Second  class  beds  315 

Special  accommodation  beds  274 

Public  beds 

European  diet  204 

Special  Asian  diet  138 

Asian  diet  68 


Amendment  No.  20/2017 


Annex  6.2 


Charges  for  Dentures  and  Dental  Appliances  under  CSR  950 
(with  effect  from  1  May  2003) 


Partial/Full  Dentures/Dental  Appliances 


Modification  of 


Monthly  Salary 

New 

denture/ 

appliance 

(Each 

Tooth) 

existing  denture/ 
appliance  (Remodel, 
reline,  repair,  or 
each  additional 

tooth) 

($) 

($) 

Point  6  and  below  of  the 
Master  Pay  Scale  or 
equivalent 

8 

8 

Points  7-21  of  the 

Master  Pay  Scale  or 
equivalent 

37 

17 

Points  22-33  of  the 

Master  Pay  Scale  or 
equivalent,  including 
points  33A,  33B  and 

33C 

74 

37 

Points  34  of  the  Master 
Pay  Scale  or  equivalent 
and  over 

147 

74 

Bridge  per 
retainer/pontic 


Obturator 

Maximum 
charge  for 
restorations 
in  both  jaws 

Maximum 
charge  for 
restorations 
in  one  jaw 

(for  Maryland 
bridgework 
charges  are 
halved) 

($) 

($) 

($) 

($) 

15 

181 

92 

64 

92 

273 

138 

102 

181 

549 

273 

201 

365  1,097  549  412 


April  2003 

[FCIRM64W-03031 1] 


Amendment  No.  10/2003 


Annexes  to  Chapter  VIII 


8.1  Establishment  Circular  No.  2/67 

8.2  Application  of  the  “12-Day  Rule”  (CSR  1154) 

8.3  Calculation  of  Vacation  Leave  Balance  of  Officers  on  Local  Terms  (CSR  1155) 

8.4  The  “Sinking  Balance”  System  (CSRs  1157  and  1 191) 

8.5  Arrangements  for  Local  Officers  on  D3  and  Below  or  Equivalent  Appointed  Before 
15  June  1988  on  Vacation  Leave  or  Annual  Leave  Arrangement/Re-employment  Terms 
(CSR  1158(1)) 

8.6  Guidance  Notes  on  the  Completion  of  Leave  Records  for  Local  Officers  on  D4  and 
Above  or  Equivalent  (CSR  1185(5)) 

8.7  Arrangements  for  Change  of  Leave  Terms  for  Overseas  Officers  on  Reaching  MPS  34 
or  Above  or  Equivalent 

8.8  Arrangements  for  Overseas  Agreement  Officers  on  MPS  34  -  44  or  Equivalent 
Appointed  Before  1  August  1987  (CSR  1265) 

8.9  Arrangements  for  Overseas  Officers  on  MPS  33  and  Below  or  Equivalent  Appointed 
Before  15  June  1988  (CSR  1266) 

8.10  Arrangements  for  Overseas  Officers  Whose  Country  of  Origin  is  Pakistan,  who  Occupy 
Officers  Carrying  an  Initial  Monthly  Basic  Salary  of  Less  Than  MPS  14  or  Equivalent 
and  who  are  on  “Old  Leave  Terms”  (CSR  1267) 

8.11  Arrangements  for  Overseas  Officers  on  “Old  Leave  Terms”  except  those  covered  by 
Annex  8.10  (CSR  1267) 

8.12  Calculation  of  Vacation  Leave  Balance  of  Officers  on  Common  Terms  or  New  Terms 

8.13  Revised  Leave  and  Leave  Passage  Arrangements  for  Officers  on  Local  Terms  or 
Overseas  Terms  on  D4  and  Above  or  Equivalent 


Amendment  No.  31/2006 


ANNEX  8.1 


ANNEX  8.1 

ESTABLISHMENT  CIRCULAR  NO.  2/67 


Salaries  Commission,  1965 
100%  Pensionability  and 
Reduction  in  Vacation  Leave-earning  Rates 


Annex  8.1 


RESTRICTED 
CR  197/65  II 

5  January,  1967 


COLONIAL  SECRETARIAT 
HONG  KONG 


ESTABLISHMENT  CIRCULAR  No.  2/67 


Salaries  Commission,  1965 
100%  Pensionability  and 
Reduction  in  Vacation  Leave-earning  Rates 

(This  circular  notifies  decisions  taken  in  respect 
of  the  proportion  of  substantive  emoluments  used 
for  the  computation  of  pensions  and  other  retiring 
benefits  and  in  respect  of  a  reduction  in  vacation 
leave-earning  rates.  It  should  be  read  by  all  officer.) 


1.  Paragraphs  39  to  42  of  Establishment  Circular  No.  25/66  read  as  follows:- 

"PENSIONABILITY 

39.  The  recommendation  of  the  Commission  that  substantive  emoluments 
(including  expatriation  pay)  should  be  100%  pensionable  has  been  accepted  in 
principle,  to  be  effective  from  1st  April,  1965.  This  acceptance  in  principle  is, 
however,  conditional  on  an  associated  reduction  in  vacation  leave-earning  rates  (see 
paragraphs  40  -  42  below).  In  order  not  to  defer  payment  of  arrears  of  salary,  it  has 
been  decided,  with  the  agreement  of  the  Presidents  of  the  main  Staff  Associations, 
that  deduction  for  Widows  and  Orphans  contributions  shall  be  made  at  the  rate  of  4% 
of  salary  (rather  than  4%  of  90%  of  salary  as  at  present)  from  1st  April,  1965 
onwards.  If,  subsequently,  different  arrangements  are  applied,  any  over-deduction 
which  has  been  made  from  their  salary  in  respect  of  Widows  and  Orphans 
contributions  will  be  refunded. 


VACATION  LEAVE-EARNING  RATES 

40.  The  Salaries  Commission  remarked,  inter  alia,  that :  - 

(i)  leave-eaming  rates  are  too  generous;  but 

(ii)  casual  plus  vacation  annual  leave-earning  rate  should  not  be  less  than  12  days; 

(iii)  there  are  grounds  for  more  generous  rates  for  overseas  officers. 

To:  Heads  of  Departments 


Amendment  No.  73(1)/91 


-2- 


Annex  8.1 


Enel.  I 


41.  Following  these  remarks  of  the  Commission,  it  has  been  decided  in  principle 
that  vacation  leave-eaming  rates  for  all  officers  should  be  reduced  by  25%.  It  is  not 
proposed  at  this  time  to  make  any  other  changes  in  the  vacation  leave  position;  in 
particular,  in  respect  of  overseas  officers,  it  is  not  proposed  to  alter  tour  lengths  or  to 
take  steps  towards  the  amalgamation  of  the  old  and  new  leave  terms. 


42.  Implementation  of  this  reduction  of  vacation  leave-earning  rates  will, 
however,  be  deferred  for  the  time  and  not  later  than  1st  August,  1966,  during  which 
discussion  on  possible  alternative  measures  will  take  place  with  the  main  Staff 
Associations.  Any  such  alternative  measures  will,  however,  have  to  show  savings 
equivalent  in  amount  to  those  shown  to  result  from  a  reduction  of  25%  in  vacation 
leave-earning  rates." 


2.  Discussions  have  accordingly  taken  place  with  the  main  Staff  Associations, 
authority  for  an  extension  of  time  for  this  purpose  having  been  given  by  the 
Governor  in  Council,  but  it  has  not  been  possible  to  draw  up  any  alternative  which 
would  have  the  effect  set  out  in  the  extract  quoted  above. 


3.  Accordingly,  and  with  the  advice  of  Executive  Council  and  Finance 
Committee,  the  following  decisions  have  now  been  taken  for  implementation:- 

(i)  that  100%  pensionability  shall  be  re-introduced  with  retrospective  effect  to  1st 
April,  1965;  this  is  for  the  purposes  of  the  Widows  and  Orphans  Pension 
Ordinance,  Cap.  94,  and  the  Pensions  Ordinance,  Cap.  89,  and  is  subject  to 
enactment  of  the  necessary  amending  legislation; 

(ii)  that  the  vacation  leave-earning  rates  for  all  classes  of  officers  (other  than 
officers  on  contract  terms  of  service  in  respect  of  their  current  contracts,  whose 
position  was  set  out  in  paragraph  3  of  Establishment  Circular  No.  35/66)  shall, 
with  effect  from  1st  October,  1966,  be  reduced  by  25%,  the  new  rates  being  set 
out  at  enclosure  I  to  this  circular; 

(iii)  that  the  reduction  noted  at  (ii)  above  shall  not  affect  the  maximum  limits  of 
accumulation  of  vacation  leave  for  local  officers,  which  maxima  will  be 
retained  at  their  existing  levels. 

4.  The  decisions  set  out  above  are  subject  to  the  exercise  of  a  right  to  elect  by 
individual  serving  officers  to  retain  their  existing  vacation  leave-earning  rates 
coupled  with  90%  pensionability.  This  election  is  a  once-for-all  election.  This  means 
that,  if  an  officer  elects  to  retain  his  existing  vacation  leave-earning  rate  coupled  with 
90%  pensionability,  he  is  taking  an  irrevocable  decision  that  his  pension  or  other 
retiring  benefit,  when 
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it  becomes  due,  shall  be  calculated  on  the  basis  of  90%  of  his  substantive 
emoluments  (for  which  provision  is  intended  to  be  made  by  an  appropriate 
amendment  to  the  Pensions  Ordinance,  Cap.  89).  Equally,  he  will  retain  his  existing 
vacation  leave-eaming  rates  until  he  retires  or  leaves  the  service  for  any  reason, 
subject  of  course  to  any  overall  amendments  to  the  leave/passage  rules  applicable  to 
the  Service  as  a  whole  which  may  be  proposed  in  the  meanwhile  (which  would  not, 
however,  it  is  emphasised,  take  into  account  factors  associated  with  the  proportion  of 
substantive  emoluments  used  for  the  purpose  of  calculations  under  the  Pension 
Ordinance).  Officers  on  overseas  terms  of  service  on  the  old  leave  terms,  as  defined 
in  Establishment  Regulation  No.  1200,  who  elect  to  retain  existing  vacation  leave- 
eaming  rates  coupled  with  90%  pensionability  will,  if  and  when  they  opt  for  the  new 
leave  terms,  as  defined  in  Establishment  Regulation  No.  1210,  be  eligible  for  the 
existing  (unreduced)  rates  under  the  latter  Regulation. 


5.  Questions  of  election  will  not  arise  in  the  case  of  staff  in  receipt  of  cost  of 
living  allowance,  in  respect  of  which  the  provisions  of  the  Pensions  Ordinance  have 
in  the  past  provided  for  the  calculation  of  retirement  benefits  by  reference  to  100%  of 
basic  emoluments.  The  vacation  leave-eaming  rate  for  this  staff  will  be  reduced  as 
indicated  in  paragraph  3(ii)  above.  It  may,  however,  be  noted  that  this  category  of 
staff  has  benefitted,  so  far  as  retirement  benefits  are  concerned,  not  only  from  the 
general  increase  in  salaries  but  also  from  the  very  considerable  consolidation  of  cost 
of  living  allowance  into  basic  salary. 


6.  It  will  be  assumed  that  serving  officers  will  move  on  to  the  new  terms  unless 
they  have  notified  the  Establishment  Officer  to  the  contrary  by  7th  February,  1967, 

Encl.II  using  the  fonn  attached  to  this  circular  at  enclosure  II  for  the  purpose.  An  exception 
to  this  will  be  made  in  the  case  of  officers  on  leave  outside  the  Colony  whose  final 
date  will  be  7th  February,  1967,  or  15  days  after  their  return  to  duty  in  Hong  Kong, 
whichever  is  the  later.  A  similar  provision  will  apply  in  the  case  of  officers  assuming 
duty  on  first  appointment,  if  necessary. 

7.  For  the  purpose  of  paragraph  4  and  6  of  this  circular,  the  phrase  "serving 
officer"  means  an  officer  who  is  in  the  service  of  the  Hong  Kong  Government  at  the 
date  of  issue  of  this  circular,  and  will  include  any  officer  who  is  offered  appointment 
on  terms  which  included  90%  pensionability  and  the  previously  existing  vacation 
leave-earning  rates.  The  phrase  excludes  the  following  categories  of  officer  in 
respect  of  whom  questions  of  election  will  not  arise:- 

(i)  officers  on  pre-retirement  leave  on  1st  October,  1966,  whose  retiring  benefits 
will  automatically  be  calculated  by  reference  to  100%  of  substantive 
emoluments; 

(ii)  officers  in  receipt  of  cost  of  living  allowance  (see  paragraph  5  above); 

(iii)  officers  on  contract  terms  of  service  (see  paragraph  3(ii)  above). 
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8.  Where  the  vacation  leave-earning  rate  of  an  officer  on  overseas  terms  of 
service  alters  in  mid-tour  as  a  result  of  the  decisions  notified  in  this  circular,  the 
leave  earned  during  that  tour  will  be  calculated  on  a  pro-rata  basis. 


9.  It  is  appreciated  that  the  timing  of  notification  of  these  decisions  may  result 
in  officers  who  have  gone  on  vacation  leave  subsequent  to  1st  October,  1966,  being 
eligible  in  retrospect  for  a  day  or  two  less  leave  than  originally  approved.  The  lesser 
amount  of  the  leave  will  nevertheless  be  the  amount  of  leave  due,  but  adjustment 
arrangements,  to  the  convenience  of  the  officers  concerned,  will  be  made  in 
individual  cases  as  they  arise. 


10.  Refunds  of  Widows  and  Orphans  Pensions  Scheme  contributions  will,  as 
envisaged  in  paragraph  39  of  Establishment  Circular  25/66,  be  made  where 
appropriate. 


G.T.  ROWE 

ESTABLISHMENT  OFFICER 
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New  Annual  Leave-earning  Rates 
(E.RR.l  160,  1200,  1210.  1214) 


A.  Local  Officers  (E.R.  1 160) 


Permanent/ 
Agreement 
(days  per  month) 


Temporary 
month-to-month 
(days  per  month) 


Initial  monthly  salary  : 


Less  than  10 

$1,070  or  more. 

1  Vi 

) 

Nil 

years'  service 

Less  than  $1,070 

3/4 

) 

10  or  more 

$1,070  or  more. 

2  % 

) 

3/4 

years'  service 

Less  than  $1,070 

1  Vi 

) 

B.  Overseas  Officers  (other  than  under  C  below)  (E.R.  1200/12 10) 


Old  leave  terms  New  Leave  terms 

(days  per  annum)  (days  per  annum) 


Long  tour  (a) 

39 

42 

Short  tour  (b) 

50 

59 

(a)  4  years  for  old  leave  terms;  3  Vi  years  for  new  leave  terms. 

(b)  3  years  for  old  leave  terms;  2  Vi  years  for  new  leave  tenns. 

C.  Indian/Pakistani  Officers  (initial  salaries  less  than  $1,070)  (E.R.  12 14) 

(days  per  annum) 

Long  tour  (5  years)  37 

Short  tour  (  4  years)  46 
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ESTABLISHMENT  CIRCULAR  NO.  2/67 
ELECTION  FORM 

TO:  Establishment  Officer  (through  Head  of  Department). 

In  accordance  with  paragraphs  4  and  6  of  Establishment  Circular  No.  2/67, 
I  hereby  notify  you  of  my  exercise  of  election  to  remain  on  my  existing  terms  of 
service  relating  to  vacation  leave-eaming  rates  and  that  ninety  per  cent  only  of 
substantive  salary  and  fifty  per  cent  only  of  expatriation  pay  shah  count  in  computing 
the  pension,  allowance  or  gratuity  payable  to  me  under  the  Pensions  Ordinance, 
Chapter  89. 


(Signed) 


(Rank) 


(Department) 
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Application  of  the  “12-day  rule” 
(CSR  1154) 


General 


Calculation  of  vacation  leave  taken  should  be  determined  in  between  two 
days  of  duty  i.e.  before  and  after  the  stretch  of  leave  (of  one  or  more  types).  In 
detennining  how  the  “12-day  rule”  should  be  applied,  one  should  initially  count  the 
number  of  days  of  vacation  leave  taken  in  between  two  days  of  duty  on  a  working  day 
basis.  If  the  result  is  12  days  or  less,  the  rule  in  CSR  1154(l)(a)  will  apply.  If  the  result 
is  over  12  days  (taking  account  of  CSR  1154(5)),  then  the  rule  in  CSR  1154(l)(b)  will 
apply  and  the  number  of  days  of  leave  to  be  deducted  from  the  officer’s  vacation  leave 
balance  should  be  recalculated,  taking  into  account  all  the  intervening  Sundays,  gazetted 
general  holidays  and  off-duty  Saturday  mornings/afternoons.  If  time-off  is  combined 
with  vacation  leave,  the  time-off  should  precede  the  commencement  of  vacation  leave. 

Officers  on  the  alternate  Saturday-off  system  (CSR  540(d)) 

2.  The  following  examples  illustrate  how  the  “12-day  rule”  should  be  applied 

in  the  case  of  an  officer  on  the  alternate  Saturday-off  system  (CSR  540(d))- 


Taking  the  month  of  December  1988  - 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

(S.O.) 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

(S.O.) 

25 

26 

27 

28 

29 

30 

31 

(G.H.) 

(G.H.) 

(G.H.) 

Note  :  S.O.  -  Saturday-off 

G.H.  -  gazetted  general  holiday 
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Example  1 

(a)  an  officer  last  attended  duty  on  8.12.88  and  commences  taking 
vacation  leave  on  9.12.88; 

(b)  the  officer  reports  back  for  duty  on  28. 12.88; 

(c)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  working  day  basis; 

(d)  accordingly,  1 1.5  days  should  be  debited  from  the  officer's  vacation 
leave  account. 


Example  2 

(a)  an  officer  last  attended  duty  on  7.12.88  and  commences  taking 
vacation  leave  on  8.12.88; 

(b)  the  officer  reports  back  for  duty  on  28. 12.88; 

(c)  apply  the  procedure  in  paragraph  1  above,  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  calendar  day  basis; 

(d)  in  accordance  with  CSR  1154(5),  the  officer  is  not  eligible  for 
Saturday-off  on  10.12.88  and  24.12.88  and  one  day's  leave  should  each 
be  deducted  in  respect  of  the  officer's  absence  on  these  two  days; 

(e)  accordingly,  17  days  should  be  debited  from  the  officer's  vacation 
leave  account. 


Example  3 

(a)  an  officer  last  attended  duty  on  3.12.88  and  commences  taking 
vacation  leave  on  9.12.88  after  being  granted  4  days  time-off  on  5-8 
December  88; 

(b)  he  reports  back  for  duty  on  28.12.88; 

(c)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  working  day  basis 
(Note  -  no  deduction  of  leave  need  be  made  of  the  4  days  time-off); 

(d)  accordingly,  11.5  days  should  be  debited  from  the  officer's  vacation 
leave  account. 
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(a)  an  officer  last  attended  duty  on  3.12.88  and  commences  taking 
vacation  leave  on  8.12.88  after  being  granted  3  days  time-off  on  5-7 
December  88; 

(b)  he  reports  back  for  duty  on  28. 12.88; 

(c)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  calendar  day  basis; 

(d)  in  accordance  with  CSR  1154(5),  the  officer  is  not  eligible  for 
Saturday-off  on  10.12.88  and  24.12.88  and  one  day's  leave  should  each 
be  deducted  in  respect  of  the  officer's  absence  on  these  two  days; 

(e)  accordingly,  17  davs  should  be  debited  from  the  officer's  vacation 
leave  account. 


Example  5 

(a)  an  officer  last  attended  duty  on  8.12.88  and  commences  taking 
vacation  leave  on  9.12.88; 

(b)  he  is  granted  1.5  days  study  leave  on  14.12.88  and  15.12.88  (a.m.); 

(c)  he  reports  back  for  duty  on  28.12.88; 

(d)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  working  day  basis; 

(e)  accordingly,  10  davs  should  be  debited  from  the  officer's  vacation 
leave  account. 


Example  6 

(a)  an  officer  last  attended  duty  on  1.12.88  and  commences  taking 
vacation  leave  on  2.12.88; 

(b)  he  is  granted  1.5  days  study  leave  on  14.12.88  and  15.12.88  (a.m.); 

(c)  he  reports  back  for  duty  on  28. 12.88; 

(d)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  calendar  day  basis; 

(e)  in  accordance  with  CSR  1154(5),  the  officer  is  not  eligible  for 
Saturday-off  on  10.12.88  and  24.12.88  and  one  day's  leave  should  each 
be  deducted  in  respect  of  the  officer's  absence  on  these  two  days; 
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(f)  moreover,  since  vacation  leave  may  not  be  taken  in  half-day  units  in 
the  circumstances,  one  day's  vacation  leave  will  be  deducted  in  respect 
of  the  officer's  absence  in  the  afternoon  of  15.12.88; 

(g)  accordingly,  22  days  should  be  debited  from  the  officer's  vacation 
leave  account. 


Example  7 

(a)  an  officer  last  attended  duty  on  22.9.88  and  is  granted  10  weeks 
maternity  leave  from  23.9.88  to  1.12.88  inclusive; 

(b)  she  commences  taking  vacation  leave  immediately  after  the  maternity 
leave  without  a  break  w.e.f.  2.12.88; 

(c)  she  reports  back  for  duty  on  12.12.88; 

(d)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  working  day  basis; 

(e)  in  accordance  with  CSR  1154(5),  the  officer  is  not  eligible  for 
Saturday-off  on  either  3.12.88  or  10.12.88  and  half  a  day's  leave  is 
deducted  in  respect  of  the  officer's  absence  on  these  two  days; 

(f)  accordingly,  7  days  should  be  debited  from  the  officer's  vacation  leave 
account. 


Example  8 

(a)  an  officer  last  attended  duty  on  22.9.88  and  is  granted  70  days  sick 
leave  from  23.9.88  to  1.12.88  inclusive; 

(b)  he  commences  taking  vacation  leave  immediately  after  the  sick  leave 
without  a  break  w.e.f.  2.12.88; 

(c)  he  reports  back  for  duty  on  28. 12.88; 

(d)  apply  the  procedure  in  paragraph  1  above  and  it  will  be  found  that  the 
officer's  vacation  leave  should  be  calculated  on  a  calendar  day  basis; 

(e)  in  accordance  with  CSR  1154(5),  the  officer  is  not  eligible  for 
Saturday-off  on  either  3.12.88,  10.12.88,  17.12.88  or  24.12.88  and  one 
day's  leave  should  each  be  deducted  in  respect  of  the  officer's  absence 
on  these  four  days; 

(f)  accordingly,  23  davs  should  be  debited  from  the  officer's  vacation 
leave  account. 
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June  2006  Officers  on  5-day  week  (CSR  540(e)) 

3.  The  following  examples  illustrate  how  the  “12-day  rule”  should  be  applied  in 

the  case  of  officers  moving  to  5-day  week,  except  for  those  on  Common  Terms  or  New 
Tenns  (examples  on  leave  deduction/calculation  for  these  officers  are  illustrated  in  Annex 
8.12)  - 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

1  (Oct) 

2 

(G.H.) 

3 

4 

5 

6 

7 

(G.H.) 

8 

9 

10 

11 

12 

13 

14 

(S.O.) 

15 

16 

17 

18 

19 

20 

21 

(S.O.) 

22 

23 

24 

25 

26 

27 

28 

(S.O.) 

29 

30 

(G.H.) 

31 

Note:  G.H.  -  gazetted  general  holiday 
S.O.  -  Saturday-off 

Example  9 

(a)  an  officer  last  attended  duty  on  3  October  and  commences  taking  vacation  leave  on 
4  October; 

(b)  the  officer  reports  back  for  duty  on  16  October; 

(c)  apply  the  procedure  in  paragraph  1  above,  and  it  will  be  found  that  the  officer’s 
vacation  leave  should  be  calculated  on  a  working  day  basis; 

(d)  accordingly,  8  days  should  be  deducted  from  the  officer’s  vacation  leave  account. 
Example  10 

(a)  an  officer  last  attended  duty  on  3  October  and  commences  taking  vacation  leave  on 
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4  October; 

(b)  the  officer  reports  back  for  duty  on  23  October; 

(c)  apply  the  procedure  in  paragraph  1  above,  and  it  will  be  found  that  the  officer’s 
vacation  leave  should  be  counted  on  a  calendar  day  basis; 

(d)  in  accordance  with  CSR  1154(5),  the  off-duty  Saturdays  on  14  &  21  October  will  be 
counted  as  vacation  leave,  and  it  follows  that  one  day  of  leave  should  each  be 
deducted  under  CSR  1 1 54(  l)(b)  in  respect  of  the  officer’s  absence  on  these  two  days; 

(e)  accordingly,  1 8  da  vs  should  be  deducted  from  the  officer’s  vacation  leave  account. 

Example  11 

(a)  an  officer  is  granted  10  weeks  maternity  leave  with  the  final  day  falling  on  3  October; 

(b)  she  commences  taking  vacation  leave  after  the  maternity  leave  without  a  break  w.e.f. 
4  October; 

(c)  she  reports  back  for  duty  on  16  October; 

(d)  in  accordance  with  CSR  1154(5),  the  off-duty  Saturday  on  14  October  will  be  counted 
as  leave  (as  the  Saturday  on  7  October  is  a  G.H.,  it  should  not  be  counted  as  leave); 

(e)  in  determining  how  this  off-duty  Saturday  should  be  counted  for  leave  deduction 
purpose,  reference  should  be  made  to  the  officer’s  normal  duty  pattern  prior  to  moving 
to  5-day  week.  If  the  officer  worked  half  a  day  on  every  Saturday  or  alternate 
Saturdays  before  moving  to  5-day  week  (e.g.  officers  whose  conditioned  hours  are  44 
gross  per  week),  8.5  davs  should  be  deducted  from  the  officer’s  vacation  leave 
account; 

(f)  if  the  officer  worked  full  day  on  every  Saturday  prior  to  moving  to  5-day  week  (e.g. 
officers  whose  conditioned  hours  are  45  net  per  week),  9  davs  should  be  deducted 
from  the  officer’s  vacation  leave  account. 
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Example  12 

(a)  an  officer  is  granted  10  weeks  maternity  leave  with  the  final  day  falling  on  3  October; 

(b)  she  commences  taking  vacation  leave  after  the  maternity  leave  without  a  break  w.e.f. 
4  October; 

(c)  she  reports  back  for  duty  on  20  October; 

(d)  in  accordance  with  CSR  1154(5),  the  off-duty  Saturday  on  14  October  will  be  counted 
as  leave  (as  the  Saturday  on  7  October  is  a  G.H.,  it  should  not  be  counted  as  leave);  it 
however  follows  that  one  day  of  leave  should  each  be  deducted  under  CSR  1 154(l)(b) 
in  respect  of  the  officer’s  absence  on  7  &  14  October; 

(e)  accordingly,  16  da  vs  should  be  deducted  from  the  officer’s  vacation  leave  account. 
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Calculation  of  Vacation  Leave  Balance  of  Officers  on  Local  Terms 

(CSR  1155) 


The  vacation  leave  balance  of  an  officer  should  be  calculated  and  recorded  on 
each  occasion  before  the  officer  takes  a  stretch  of  leave  which  consists  of  vacation  leave 
and  resumes  duty  after  the  leave.  It  should  be  kept  down  to  two  decimal  places,  i.e.  it 
should  be  rounded  up  from  0.005  and  above  and  rounded  down  from  below  0.005.  When 
an  officer  leaves  the  service,  his  leave  balance  should  be  calculated  up  to  the  day  prior  to 
the  commencement  of  his  final  leave  and  rounded  up  from  0.5  and  above  and  rounded  down 
from  below  0.5  to  a  whole  day. 

2.  Under  the  “12-day  rule”  in  CSR  1154,  when  vacation  leave  is  taken  in  a  spell  of 
12  days  or  less,  it  is  calculated  on  a  working  day  basis  and  intervening  Sundays,  gazetted 
general  holidays,  and  off-duty  Saturday  mornings/aftemoons  are  normally  not  counted  as 
leave.  These  “non-leave  days”  are  leave-eaming  in  nature  (i.e.  resident  service),  as  are 
“non-intervening”  Sundays,  gazetted  general  holidays  and  off-duty  Saturday 
mornings/mornings  preceding  or  immediately  following  a  day  of  duty.  Therefore,  in 
calculating  an  officer’s  vacation  leave  balance  on  resumption  of  duty  after  leave,  due 
account  should  be  taken  of  the  leave  earned  during  these  “non-leave  days”.  On  a  similar 
basis,  any  time-off  taken  is  also  leave-earning  in  nature  and  should  likewise  be  taken  into 
account  in  calculating  the  officer’s  vacation  leave  balance. 

3.  Taking  an  officer  on  alternate  Saturday-off  system  (CSR  540(d))  for 
illustration  purpose,  the  following  examples  show  how  the  vacation  leave  balance  should  be 
calculated.  The  principles  similarly  apply  to  officers  on  5-day  week  and  other  duty 
patterns  (except  for  those  on  Common  Terms  or  New  Terms  which  should  refer  to  Annex 
8.12)  - 

Taking  the  months  of  October  and  November  1987  - 


November  1987 
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(G.H.) 

Note  :  S.O.  -  Saturday-off 

G.H.  -  gazetted  general  holiday 
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Examples 

(a)  an  officer  earns  3 1  days  vacation  leave  a  year; 

(b)  as  at  2.10.87,  he  has  a  credit  vacation  leave  balance  of  54.22  days; 

(c)  the  officer  commences  taking  vacation  leave  on  2.10.87  and  reports 
back  for  duty  on  16.10.87; 

(d)  applying  the  "12-day  rule"  stated  in  CSR  1154(1),  the  officer's  total 
vacation  leave  taken  on  the  occasion  (see  (c))  is  9.5  days; 

(e)  the  "non-leave  days"  in  between  the  first  day  of  leave  (2. 10.87)  and  the 
first  day  of  resumption  of  duty  (16.10.87)  amount  to  4.5  days,  viz., 
3.10.87  (p.m.),  4.10.87,  8.10.87  and  10-11.10.87; 

(f)  the  4.5  "non-leave  days"  at  (e)  are  leave-earning  in  nature  and  the 
vacation  leave  so  earned  is  - 

4.5  x  —  =  0.382 
365 


=  0.38  day  (rounded  to  two  decimal  places) 

(g)  the  officer’s  vacation  leave  balance  as  at  the  date  he  resumes  duty,  i.e. 
16.10.87  (see  (c)),  is  - 

(b)  -  (d)  +  (f) 

=  (54.22  -  9.5  +  0.38)  days 

=  45.10  days 

(h)  the  officer  next  takes  vacation  leave  from  21.10.87  after  being  granted 
1  day  time-off  on  20.10.87; 

(i)  as  at  21.10.87,  the  officer  will  have  served  5  days  resident  service  (i.e. 
from  16.10.87  to  20.10.87  inclusive,  the  1  day  time-off  on  20.10.87 
being  a  "non-leave  day")  since  his  return  from  last  vacation  leave; 

(j)  vacation  leave  earned  in  respect  of  the  5  days  resident  service  is  - 

5  x  —  =  0.424 
365 

=  0.42  day  (rounded  to  two  decimal  places) 

(k)  the  officer's  credit  vacation  leave  balance  as  at  2 1 .10.87  (see  (h))  is  - 

(g)  +  CD  =  (45.10 +  0.42)  days 

=  45.52  days 

(l)  following  (h),  the  officer  reports  back  for  duty  on  23.10.87; 
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(m)  the  officer’s  total  vacation  leave  taken  on  the  occasion  (see  (h)  and  (1))  is  2  days; 

(n)  there  are  no  “non-leave  days”  in  between  the  first  day  of  leave  (21.10.87)  and  the 
first  day  of  resumption  of  duty  (23. 10.87); 

(o)  the  officer’s  vacation  leave  balance  as  at  the  date  he  resumes  duty,  i.e.  23.10.87 
(see  (1)),  is  therefore  - 

(k)  -  (m) 

=  (45.52  -2)  days 

=  43.52  days 

(p)  the  officer  next  takes  vacation  leave  from  29. 10.87; 

(q)  as  at  29.10.87,  the  officer  will  have  served  6  days  resident  service  (i.e.  from 
28.10.87  inclusive)  since  his  return  from  last  vacation  leave; 

(r)  vacation  leave  earned  in  respect  of  the  6  days  resident  service  is  - 


6  X  31  =  0.509 

365 

=  0.5 1  day  (rounded  to  two  decimal  places) 

(s)  the  officer’s  credit  vacation  leave  balance  as  at  29. 10.87  (see  (p))  is  - 


(o)  +  (r)  =  (43.52 +  0.51)  days 

=  44.03  days 


(t)  following  (p),  the  officer  reports  back  for  duty  on  1 8. 1 1 .87  but  during  his  vacation 
leave  period  from  29.10.87  to  17.11.87,  he  is  granted  1.5  days  study  leave  on 
11.11.87  and  12.11.87  (a.m..); 


June  2006  (u)  apply  the  procedure  in  paragraph  1  in  Annex  8.2  to  Civil  Service  Regulations,  it 
will  be  found  that  the  officer’s  vacation  leave  should  be  calculated  on  a  calendar 
day  basis.  Moreover,  since  vacation  leave  may  not  be  taken  in  half-day  units  in 
the  circumstances,  1  day  vacation  leave  will  be  deducted  in  respect  of  the  officer’s 
absence  in  the  afternoon  of  12.11.87  (see  (t)).  The  total  leave  deduction  on  the 
occasion  thus  amounts  to  19  days; 

(v)  there  are  no  “non-leave  days”  in  between  the  first  day  of  leave  (29.10.87)  and  the 
first  day  of  resumption  of  duty  (18.11 .87); 

(w)  the  officer’s  vacation  leave  balance  as  at  the  date  he  resumes  duty,  i.e.  18.11.87 
(see  (t)),  is  - 


(s)  -  (u) 
(44.03-  19)  days 
=  25.03  days 
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(x)  the  officer  next  takes  vacation  leave  from  19. 1 1 .87; 

(y)  as  at  19.11.87,  the  officer  will  have  served  1  day  resident  service 
(18.11 .87)  since  his  return  from  last  vacation  leave; 

(z)  vacation  leave  earned  in  respect  of  the  1  day  resident  service  is  - 

lx  —  =  0.084 
365 

=  0.08  day  (rounded  to  two  decimal  places) 

(aa)  the  officer's  credit  vacation  leave  balance  as  at  19.1 1.87;  (see  (x))  is  - 
(w)  +  (z) 

=  (25.03  +  0.08)  days 

=  25.1 1  days 

(bb)  following  (x),  the  officer  reports  back  for  duty  on  23. 1 1 .87; 

(cc)  the  officer's  vacation  leave  taken  on  the  occasion  (see  (x)  and  (bb))  is 

2.5  days; 

(dd)  the  "non-leave  days"  in  between  the  first  day  of  leave  (19.11.87)  and 
the  first  day  of  resumption  of  duty  (23.1 1.87)  amount  to  1.5  days,  viz. 

21.11.87  (p.m.)  and  22. 11. 87; 

(ee)  the  1.5  "non-leave  days"  at  (dd)  are  leave-eaming  in  nature  and  the 
vacation  leave  so  earned  is  - 

1.5  x  —  =  0.127 

365 


=  0.13  day  (rounded  to  two  decimal  places) 

(ff)  the  officer’s  vacation  leave  balance  as  at  the  date  he  resumes  duty,  i.e. 

23.1 1.87  (see  (bb)),  is  therefore  - 

(aa)  -  (cc)  +  (ee) 

=  (25.11 -2.5 +  0.13)  days 

=  22.74  days 

(gg)  the  officer  is  next  granted  1.5  days  study  leave  on  24.11.87  and 

25.1 1.87  (a.m.);  ‘  '  . ~ 

(hh)  the  officer  next  takes  0.5  day  vacation  leave  in  the  morning  of 
27.11.87; 

(ii)  as  at  27.11.87,  the  officer  will  have  served  2.5  days  resident  service 
(the  1.5  days  study  leave  on  24.1 1.87  and  25.1 1.87  (a.m.)  do  not  count 
as  resident  service  -  see  CSR  1 1 03(  l)(b))  since  his  return  from  last 
vacation  leave; 
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(jj)  vacation  leave  earned  in  respect  of  2.5  days  resident  service  is  - 
31 

2.5  x  -  =  0.212 

365 

=  0.21  day  (rounded  to  two  decimal  places) 

(kk)  the  officer’s  credit  vacation  leave  balance  as  at  27.1 1.87  (see  (hh))  is  - 
(ff)  +  (jj) 

=  (22.74 +  0.21)  days 

=  22.95  days 

(11)  following  (hh),  the  officer  reports  back  for  duty  in  the  afternoon  of 
27.1 1.87;  the  total  leave  taken  on  the  occasion  is  0.5  day; 

(mm)  the  officer’s  vacation  leave  balance  as  at  the  date  he  resumes  duty,  i.e. 
27.1 1.87(0.111.).  is  - 

(kk)  -  (11) 

=  (22.95  -  0.5)  days 

=  22,45  days 
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The  "sinking  balance”  system 
(CSR  1157  and  CSR1191) 


(A)  Officers  on  probationary  or  pennanent  terms  on  D3  and  below  or  equivalent  (CSR 
1157(d)) 


On  1  August  1987,  an  officer's  casual  leave  and  vacation  leave  were 
combined  to  fonn  a  new  type  of  leave  called  "vacation  leave",  with  revised 
accumulation  limits.  To  ensure  that  no  serving  officer  was  required  to  forfeit  leave 
due  to  him  when  the  revised  accumulation  limits  were  introduced,  a  "sinking 
balance"  system  was  devised,  as  follows  - 


(a)  the  officer's  casual  leave  and  vacation  leave  balances  (subject  to  the 
respective  accumulation  limits)  on  1.8.87  should  be  closed,  as  follows  - 


Casual 

Casual 

No.  of  days  of  resident 

leave 

leave 

service  between  the  day 

balance 

=  balance  + 

casual  leave  was  last 

on 

on  hand 

earned  and  31.7.87 

1.8.87 

31 

(ii)  Vacation 
leave 
balance 
on 

1.8.87 


Vacation 

leave 

balance  + 
on  hand 


No  of  days  of 
resident  service 
since  last 
return  from  leave 


vacation 
leave  rate 
per  year  of 
x  resident 
service 


365 


Note  -  prior  to  1.8.87 

(b)  (i)  and  (ii)  should  then  be  added  together  and  departmental  management 
should  then  automatically  transfer  30  days  or  the  actual  leave  on  hand, 
whichever  is  the  less,  from  the  combined  leave  balance  to  a  "sinking 
balance".  The  remaining  leave  balance  will  form  the  officer’s  "active 
balance"  and  will  be  subject  to  the  maximum  leave  accumulation  limits  for 
the  new  vacation  leave.  Leave  in  the  "sinking  balance"  may  be  taken  any 
time  by  the  officer  and  in  a  similar  manner  as  that  applicable  to  the  "active 
balance",  but  no  replenishment  of  the  leave  taken  from  the  "sinking  balance" 
will  be  permitted. 

(B)  Officers  on  pennanent  terms  on  D4  and  above  or  equivalent  (CSR  1191) 

2.  On  1  August  1987,  an  officer's  casual  leave  and  vacation  leave  were 
combined  to  form  the  new  vacation  leave  with  revised  accumulation  limits.  The 
sinking  balance  arrangement  in  paragraph  1  above  is  also  applicable  to  these  officers, 
and  an  officer's  sinking  balance  should  be  worked  out  as  follows  - 
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(a)  the  officer's  casual  leave  balance  calculated  up  to  and  including  31.7.87  and 
his  vacation  leave  balance  calculated  up  to  the  day  prior  to  commencement 
of  the  12-month  period  straddling  1.8.87  should  be  closed,  using  the  method 
described  in  paragraph  1(a); 

(b)  the  officer's  casual  leave  balance  and  vacation  leave  balance  should  then  be 
added  together  to  form  a  new  combined  leave  balance;  and  the  department 
should  then  automatically  transfer  30  days  or  the  actual  leave  balance  on 
hand,  whichever  is  the  less,  from  the  officer's  combined  leave  balance  to  a 
"sinking  balance".  The  remaining  leave  balance  will  form  the  officer's 
"active  balance"  which  will  be  subject  to  the  accumulation  limits  for  the  new 
vacation  leave.  Leave  taken  subsequently  from  the  "sinking  balance"  may  be 
spent  locally  without  forfeiture  and  be  subject  to  the  12-day  rule.  However, 
no  replenishment  of  leave  taken  from  this  "sinking  balance"  will  be 
pennitted  (but  see  (g)  below); 

(c)  the  officer's  entitlement  to  annual  leave  for  the  12-month  period  straddling 
1.8.87  should  be  calculated  proportionately  at  the  respective  annual  rates  of 
45  days  before  1.8.87  and  55.5  days  w.e.f.  1.8.87.  For  example  - 

(i)  an  officer's  12-month  period  runs  from  1.4.87  to  31.3.88; 

(ii)  his  annual  leave  entitlement  for  the  period  1.4.87  to  31.7.87  (122 
days  service)  is  - 

122  x  —  =  15.04  (days) 

365 

(iii)  his  annual  leave  entitlement  for  the  period  1.8.87  to  31.3.88  (244 
days  service)  is  - 

244  x  —  =  37.10  (days) 

365 

(iv)  his  total  annual  leave  entitlement  for  the  12-month  period  from  1.4.87 
to  31.3.88  excluding  casual  leave  earned  for  the  period  1.4.87  to 
31.7.87  is - 

(ii)  +  (iii)  =  (15.04 +  37.10)  days 
=  52.14  days 
say,  52  days 
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(d)  using  the  same  example  as  in  (c)  above,  of  the  52  days  total  annual  leave,  45 
days  should  be  taken  and  untaken  balance  lapses.  The  remaining  52  -  45  =  7 
days  may  be  spent  locally  without  forfeiture  and  be  taken  prior  to  the  expiry 
of  the  relevant  12-month  period  under  the  "12-day  rule";  alternatively,  it  may 
be  combined  with  the  45  days  "overseas"  annual  leave; 

(e)  if  the  officer  has,  prior  to  1.8.87,  already  taken  his  annual  leave  for  the  12- 
month  period  straddling  1.8.87,  he  should  be  credited  with  the  extra  52  -  45 
=  7  days  annual  leave  which  may  be  spent  locally  without  forfeiture  and  be 
taken  prior  to  the  expiry  of  the  relevant  12-month  period  under  the  "12-day 
rule"; 

(f)  any  untaken  balance  of  the  7  days  annual  leave  in  (d)  or  (e)  above  should  be 
credited  to  the  officer's  vacation  leave  balance  at  the  end  of  the  relevant  12- 
month  period  and  be  subject  to  the  maximum  vacation  leave  accumulation 
limits  of  120  or  180  days; 

(g)  if  at  the  end  of  the  12-month  period  straddling  1.8.87,  the  officer  has  not 
taken  his  annual  leave  and  annual  leave  passages,  he  will  earn  vacation  leave 
for  the  relevant  12-month  period  at  the  respective  rates  of  42,  59  or  78  days 
per  annum  before  1.8.87  and  55,  72.5  or  91.5  days  per  annum  w.e.f.  1.8.87. 
For  example  - 

(i)  an  officer's  12-month  period  runs  from  1.4.87  to  31.3.88; 

(ii)  he  is  aged  over  40  and  earns  vacation  leave  at  the  rate  of  59  days  per 
annum  prior  to  1.8.87  and  72.5  days  per  annum  w.e.f.  1.8.87; 

(iii)  his  vacation  leave  entitlement  for  the  period  1.4.87  to  31.7.87  *(122 
days  service)  - 

122  x  —  =  19.72  (days) 

365 

*  Note  -  assuming  no  vacation  leave  is  taken  in  the  interim 

(iv)  his  vacation  leave  entitlement  for  the  period  1.8.87  to  31.3.88  *(244 
days  resident  service)  is  - 

244  x  —  =  48.47  (days) 

365 

*  Note  -  assuming  no  vacation  leave  is  taken  in  the  interim 
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(v)  if  the  officer’s  "sinking  balance"  at  (b)  is  less  than  30  days,  part  or  all 
of  the  vacation  leave  balance  at  (iii)  above  should  be  transferred  to 
the  "sinking  balance"  subject  to  a  maximum  of  30  days  in  the 
"sinking  balance".  Thereafter,  the  remaining  vacation  leave  balance 
at  (iii),  if  any,  should  be  added  onto  the  vacation  leave  balance  at  (iv) 
and  be  credited  to  the  officer's  "active  balance"  at  (b);  and 

(vi)  if  the  officer's  "sinking  balance"  at  (b)  is  already  30  days,  the 
vacation  leave  balances  at  (iii)  and  (iv)  above  should  be  added 
together  (i.e.  19.72  +  48.47  =  68.19  days)  and  be  credited  to  the 
officer's  "active  balance"  at  (b). 


(C)  Female  officers  who  were  re-appointed  on  month-to-month  terms  after  retirement  on 
marriage  prior  to  1.8.1987  (CSR  1157(2)) 

3.  On  15  June  1988,  casual  leave  and  vacation  leave  were  combined  to 
form  a  new  type  of  leave  called  "vacation  leave",  as  follows  - 

(a)  on  15  June  1988,  the  officer's  up-to-date  casual  leave  and  vacation  leave 
balances  accrued  since  her  re-appointment  on  marriage  after  retirement 
were  closed  using  the  method  described  in  paragraph  1  above.  The 
officer's  computed  casual  leave  and  vacation  leave  balances  were  then 
added  together  (combined)  to  fonn  a  single  balance  'A'; 

(b)  on  15  June  1988,  the  officer's  untaken  casual  leave  and  vacation  leave 
balances  accrued  prior  to  her  retirement  on  marriage  and  deferred,  and 
which  attract  salary  frozen  as  at  the  day  prior  to  the  date  of  her  marriage, 
were  likewise  added  together  (combined)  to  form  a  single  balance  'B'; 
and 

(c)  balance  'A'  and  balance  'B'  were  then  added  together  (combined)  to  fonn 
the  officer's  opening  balance  for  the  new  vacation  leave  as  at  15  June 
1988. 

4.  The  officer  may  be  pennitted  to  put  aside  up  to  30  days  of  her  new  vacation 
leave  as  "sinking  balance",  as  was  the  case  with  her  counterparts  on  permanent 
terms  described  in  paragraph  1  above. 
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5.  In  general,  such  an  officer  should  put  aside  leave  earned  during  her  re¬ 
appointment  as  her  "sinking  balance",  as  she  should  exhaust  all  her  deferred  leave 
(earned  prior  to  the  date  of  her  marriage)  before  taking  leave  earned  during  her  re¬ 
appointment,  in  accordance  with  the  advice  given  in  CSB  Circular  Memorandum  ref. 
(46)  in  CP  31/18  V  dated  4  February  1988.  However,  if  an  officer's  leave  balance  in 
respect  of  leave  earned  during  the  re-appointment  period  (see  paragraph  3(a))  was 
less  than  30  days  as  at  15  June  1988,  she  may  utilize  some  of  her  deferred  leave  (see 
paragraph  3(b))  for  the  purpose.  In  such  cases,  the  officer  may  retain  the  "sinking 
balance"  portion  of  her  deferred  leave  until  she  finally  leaves  the  service, 
notwithstanding  the  provisions  in  CSB  Circular  Memorandum  ref.  (46)  in  CP  31/18 
V  dated  4  February  1988. 
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Arrangements  for  local  officers  on  D3  and  below 
appointed  before  15  June  1988  on 
vacation  leave  or  annual  leave  agreement/re-employment  terms 

(CSR  1158(1)) 


Local  officers  on  D3  and  below  or  equivalent  appointed  before  15  June 
1988  on  vacation  leave  or  annual  leave  agreement/  re-employment  terms  may 
serve  through  their  prevailing  agreement/re-employment  in  accordance  with  their 
terms  of  appointment,  or  they  may  apply  to  transfer  to  the  flexible  vacation  leave 
arrangements  as  described  in  CSRs  1151  -  1156  from  a  current  date  no  earlier  than 
15  June  1988.  In  the  latter  case,  the  officer  should  complete  the  application  form  at 
Enclosure  I  and  return  it  to  his  Head  of  Department  or  Head  of  Grade  (as 
appropriate)  for  approval,  except  for  directorate  officers  who  should  forward  the 
completed  application  forms  to  the  Secretary  for  the  Civil  Service  through  the 
Head  of  Department  or  Head  of  Grade.  The  transfer  will  be  effected  by  an 
exchange  of  letters  (see  specimens  at  Enclosures  II  and  III). 


2.  An  officer  who  transfers  to  flexible  vacation  leave  terms  with  effect 

from  a  current  date  will  retain  the  original  expiry  date  of  his  agreement  or  re¬ 
employment  agreement/period.  His  casual  leave  and  vacation/annual  leave 
accrued  prior  to  the  date  of  transfer  (including  those  accrued  in  previous 
agreements)  will  be  combined  to  form  the  opening  balance  of  his  new  vacation 
leave  account.  (Note  -  the  casual  leave  accrued  should  be  calculated  in  accordance 
with  the  method  described  in  Annex  8.4  to  Civil  Service  Regulations,  and, 
depending  on  the  actual  month  of  transfer,  the  denominator  used  in  calculating  the 
casual  leave  balance  may  be  28,  29,  30  or  31.)  An  officer  previously  on  annual 
leave  terms  who  has  already  taken  annual  leave  in  respect  of  the  12-month  period 
straddling  the  date  of  transfer  may  have  a  negative  opening  vacation  leave  balance 
which  will  be  offset  against  his  future  vacation  leave  earnings. 


3.  With  effect  from  the  date  of  transfer,  the  officer  may  take  his  new 

vacation  leave  in  accordance  with  CSRs  1151  -  1156. 


4.  For  officers  re-employed  after  retirement  under  CSRs  263,  270,  275  or 

277  before  1  August  1987,  any  casual  leave  and  vacation  leave  accrued  prior  to 
the  date  of  retirement  and  deferred  to  be  taken  on  finally  leaving  the  service  will 
remain  frozen  but  will  be  combined  to  fonn  the  new  vacation  leave.  If  pennission 
is  given  under  CSR  1106(4)(b)  for  the  deferred  leave  to  be  taken,  the  vacation 
leave  will  not  be  leave-earning  in  nature  and  will  be  subject  to  the  "12-day  rule" 
(CSR  1154). 
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RESTRICTED  (STAFF) 


Enclosure  I  to  Annex  8.5 


Application  form  for 

local  officers  on  D3  and  below  or  equivalent 
appointed  before  15  June  1988  on  vacation  leave  or 
annual  leave  agreement/re-employment  terms  who  wish  to 
transfer  to  flexible  vacation  tenns  from  a  current  date 
(CSR  1158(1)) 


(To  be  completed  in  quadruplicate) 


(Head  of  Department/Head  of  Grade) 

** Secretary  for  the  Civil  Service 
(Attn:  Appointments  Division) 

via _ 

(Head  of  Department/Head  of  Grade) 


In  accordance  with  CSR  1158(1)  and  Annex  8.5  to  Civil  Service  Regulations,  I 
hereby  apply  for  transfer  to  flexible  vacation  leave  terms  with  effect  from 


(Date  +) 

My  current  #agreement/re-employment  agreement/re-employment  period  is  due  to  expire 

on _ . 

(Date) 


Signature 

Name 

(in  block  letters) 
Rank 

TRN 

Department 
Office  Tel.  No. 
Date 


Note:  * 

# 

+ 


where  Head  of  Department/Head  of  Grade  is  the  approving  authority 
where  Secretary  for  the  Civil  Service  is  the  approving  authority 
delete  as  appropriate 
no  earlier  than  15.6.1988 


c.c.  Director  of  Accounting  Services 

Pay  and  Conditions  of  Service  Division,  Civil  Service  Branch 


RESTRICTED  (STAFF) 
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Enclosure  II  to  Annex  8.5 


RESTRICTED  (STAFF) 

Specimen  letter  for  local  officers 
applying  for  transfer  to  flexible  vacation  leave  terms 
_ with  effect  from  a  current  date _ 

(CSR  1158(1)) 

Ref.  : 
Date  : 

To  : _ 

(Name  of  officer) 


(Rank) 


(Department) 


Dear  Sir/Madam, 


I  refer  to  your  application  for  transfer  to  flexible  vacation  leave  terms  with  effect  from 
(Date  +). 

Your  application  is  approved  and  you  will  serve  the  remaining  portion  of  your 
#agreement/re-employment  agreement/re-employment  period,  i.e.  from _ 


(Date+) 

to _ ,  on  flexible  vacation  leave  terms  in  accordance  with  provisions  laid  down  in 

(Date  §) 

Annex  8.5  to  Civil  Service  Regulations. 


Your  casual  leave  and  #vacation  leave/annual  leave  balance  accrued  prior  to  transfer  to 
flexible  vacation  leave  terms  will  be  combined  to  form  the  opening  balance  of  your  new  vacation 
leave.  Apart  from  the  change  in  leave  arrangements,  the  other  terms  of  appointment  remain 
unchanged. 


Please  complete  the  attached  letter  and  return  it  to  me  on  or  before 


Yours  faithfully, 


(  ) 

*for _ 

(Head  of  Department/Head  of  Grade) 

**  for  Secretary  for  the  Civil  Service 


Note:  #  delete  as  appropriate 
+  date  of  transfer 

§  original  end  date  of  the  agreement/re-employment  agreement/re-employment  period 
*  where  Head  of  Department/Head  of  Grade  is  the  approving  authority 
**  where  Secretary  for  the  Civil  Service  is  the  approving  authority 


RESTRICTED  (STAFF) 
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Enclosure  III  to  Annex  8.5 


RESTRICTED  (STAFF) 


Specimen  letter  for  local  officers 
who  transfer  to  flexible  vacation  leave  terms 

_ with  effect  from  a  current  date _ 

(CSR  1158(1)) 


To  :  * _ 

(Head  of  Department/Head  of  Grade) 

**  Secretary  for  the  Civil  Service 
(Attn.  :  Appointments  Division) 


Date  : 


Dear  Sir/Madam, 

I  refer  to  your  letter  ref. _ dated _ and 

acknowledge  the  change  in  leave  arrangements  as  detailed  therein. 


Yours  faithfully, 


(Signature) 


(Name  in  block  letters) 


(Rank) 


(TRN) 


(Department) 


(Office  Tel.  No.) 


Note:  *  where  Head  of  Department/Head  of  Grade  is  the  approving  authority 
**  where  Secretary  for  the  Civil  Service  is  the  approving  authority 


RESTRICTED  (STAFF) 
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Annex  8.6 


Guidance  notes  on  the  completion  of 
leave  records  for  local  officers  on  D4  and  above  or  equivalent 

(CSR  1185(5)) 


General 


1.  The  Leave  Record  Form,  PCSD(LP)  Fonn  2C,  at  Enclosure  1  should  be  used. 

2.  Start  with  a  new  sheet  for  each  12-month  eligibility  period. 

3.  The  Leave  Record  Fonns  of  the  same  officer  should  be  numbered  consecutively  in 
chronological  order  (by  filling  out  the  page  number  at  the  top  right-hand  comer). 

4.  No  erasures  may  be  made  in  the  Leave  Record  Form.  Corrections  should  be  made 
by  striking  out  the  incorrect  figures  and  inserting  the  correct  figures  above.  Such 
alterations  require  the  initials  of  a  responsible  officer  (of  Executive  Officer  level 
or  equivalent). 

5.  For  record  purposes,  a  copy  of  the  completed  PCSD(LP)  Form  2C  should  be  sent 
by  the  Head  of  the  Department  to  the  Secretary  for  the  Civil  Service  (Attn. 
PAS(CS)B)  within  six  weeks  of  the  expiry  of  the  officer's  12-month  eligibility 
period. 


At  the  beginning  of  the  12-month  period 

6.  Part  (I)  should  be  completed  by  a  leave  clerk. 

7.  Part  (II)  should  be  completed  by  a  responsible  officer  (of  Executive  Officer  level 
or  equivalent)  other  than  the  leave  clerk  as  a  means  to  prevent  unauthorised 
replacement  of  the  form. 

8.  The  opening  balances  of  the  officer's  various  leave  accounts  as  at  the  first  day  of 
the  12-month  period  should  be  entered  onto  the  first  line  of  Part  (III)  by  the  leave 
clerk,  as  follows  - 

(i)  columns  (e)  and  (f)  -  for  administrative  simplicity,  it  is  assumed  that  an  officer 

on  D4  and  above  or  equivalent  will  take  overseas  annual 
leave  with  passages  in  each  12-month  period.  Therefore 
45  days  and  10.5  days  are  respectively  credited  to  (e)  and 
(f)  at  the  beginning  of  the  12-month  period  (but  see 
paragraph  12  below); 
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(ii)  column  (g) 


(iii)  column  (h) 


(iv)  column  (i) 


(v)  column  (j) 


(vi)  column  (k) 


-  enter  under  column  (g)  the  officer's  vacation  leave 
balance  accumulated  as  at  the  first  day  of  the  12-month 
period.  (Note  -  this  should  exclude  the  officer’s  sinking 
balance  which  is  recorded  separately  in  the  Sinking 
Balance  Record  Form.)  The  vacation  leave  balance  under 
column  (g)  is  subject  to  the  120  or  180  days  maximum 
accumulation  limit; 

-  enter  under  column  (h)  the  officer's  vacation  leave 
accumulated  in  the  public  interest  as  at  the  first  day  of  the 
12-month  period.  This  vacation  leave  is  normally 
converted  from  untaken  overseas  annual  leave  attributable 
to  approved  duty  visits  overseas  or  curtailment  in  the 
public  interest  approved  by  the  Secretary  for  the  Civil 
Service.  This  balance  is  not  subject  to  the  normal  120  or 
180  days  maximum  accumulation  limit; 

-  enter  under  column  (i)  the  officer's  casual  leave  balance 
accrued  prior  to  his  retirement  and  re-employment; 

-  enter  under  column  (j)  the  officer's  vacation  leave  balance 
accrued  prior  to  his  retirement  and  re-employment;  and 

-  enter  under  column  (k)  the  officer's  vacation  leave 
balance  accrued  prior  to  his  promotion  to  D4  or  above  or 
equivalent. 


During  the  12-month  period 

9.  Enter  under  columns  (b)  and  (c)  the  dates  on  which  leave  commences  and  ends, 
both  days  inclusive.  Enter  under  (d)  the  actual  number  of  days  of  leave  to  be 
deducted  from  the  officer's  appropriate  leave  balance. 

10.  When  recording  an  officer's  overseas  annual  leave  under  column  (e),  note  should 
be  taken  that  - 

(a)  untaken  days  of  overseas  annual  leave  at  the  end  of  the  12-month  eligibility 
period  lapse  unless  attributable  to  approved  duty  visits  overseas  or  curtailment 
in  the  public  interest  approved  by  the  Secretary  for  the  Civil  Service.  Thus  an 
officer  will  have  nil  balance  under  column  (e)  even  though  he  may  have  taken, 
say,  only  30  days  annual  leave  of  his  own  accord.  If  his  overseas  annual  leave 
is  curtailed  to  30  days  in  the  public  interest,  15  days  may  remain  under  column 
(e);  and 
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(b)  if  more  than  7  days  of  the  45  days  overseas  annual  leave  is  taken  locally,  the 
forfeiture  formula  as  set  out  in  CSR  1244(2)  will  apply.  An  appropriate 
remark  to  this  effect  should  be  entered  under  column  (1). 

11.  In  a  12-month  eligibility  period,  the  10.5  days  local  flexible  annual  leave  under 
column  (f)  may  be  taken  locally  without  forfeiture.  If  the  officer  wishes  to  take 
more  than  10.5  days  leave  locally,  he  may,  subject  to  credit  balance  under  column 
(g)  or  column  (h),  take  vacation  leave  for  the  purpose.  However,  the  forfeiture 
formula  as  set  out  in  CSR  1192  will  apply  if  more  than  7  days  of  this  vacation 
leave  is  spent  in  Hong  Kong.  If  the  officer  has  already  spent  some  of  his  overseas 
annual  leave  locally,  the  amount  of  vacation  leave  that  may  be  spent  locally 
without  forfeiture  will  be  reduced  correspondingly,  since  the  total  amount  of 
vacation  leave  and  overseas  annual  leave  that  may  be  spent  locally  without 
forfeiture  within  a  12-month  period  is  only  7  days. 

12.  As  mentioned  in  paragraph  8(i)  above,  an  officer  is  assumed  to  take  overseas 
annual  leave  with  passages  in  the  12-month  period.  In  the  event  that  this  is  not  the 
case,  the  leave  clerk  should,  at  the  expiry  of  the  relevant  12-month  period,  make 
necessary  adjustments  in  the  officer's  Leave  Record  Form  by  deleting  all  entries 
under  column  (f)  and  recalculating  the  corresponding  entries  under  column  (g), 
taking  into  account  - 

(a)  the  officer’s  net  resident  service  in  between  the  various  spells  of  leave; 

(b)  the  actual  number  of  days  of  vacation  leave  (originally  assumed  to  be  local 
flexible  annual  leave)  taken  on  the  occasions  (see  columns  (b)  to  (d)); 

(c)  the  vacation  leave  calculation  method  as  set  out  in  CSRs  1151(1),  1154  and 
1 155;  and 

(d)  whether  the  forfeiture  formula  is  applicable.  (Note  -  if  an  officer  does  not  take 
overseas  annual  leave  with  passages,  he  is  pennitted  to  spend  up  to  19  days 
vacation  leave  locally  without  forfeiture  in  each  12-month  period.  If  an  officer 
takes  more  than  19  days  (e.g.  20  days)  vacation  leave  locally  in  the  12-month 
period,  then  the  full  effect  of  the  forfeiture  formula  will  apply  (i.e.  20-12  =  8 
days  vacation  leave  will  be  subject  to  the  forfeiture  formula).) 

13.  An  officer  is  only  permitted  to  spend  up  to  7  days  overseas  annual  leave  and/or 
vacation  leave  locally  in  a  12-month  period  without  forfeiture.  If  the  cumulative 
total  of  overseas  annual  leave  and  vacation  leave  spent  locally  in  a  particular  12- 
month  period  exceeds  7  days,  then  the  officer's  leave  accounts  should  be  adjusted. 
Below  is  an  example  - 
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(a)  an  officer  took  overseas  annual  leave  with  passages  in  the  early  part  of  the  12- 
month  period  and  spent  2  days  of  this  leave  locally  (Note  -  since  the  number 
of  days  of  overseas  annual  leave  taken  locally  was  less  than  7  days,  the 
forfeiture  formula  would  not  have  been  applied); 

(b)  he  subsequently  took  10  days  vacation  leave  locally  after  using  up  all  the  10.5 
days  local  flexible  annual  leave; 

(c)  his  vacation  leave  earning  rate  is  72.5  days  outside  a  year; 

(d)  because  the  amount  of  overseas  annual  leave  and  vacation  leave  spent  locally 
in  the  12-month  period  exceeded  7  days,  the  officer's  leave  accounts  should  be 
adjusted  in  accordance  with  the  forfeiture  formulae  in  CSRs  1237(2)  and 
1 192(2)  as  follows  - 

Leave 

Type  of  spent 

leave  locally 

(Days) 

overseas  2 

annual 
leave 

vacation  10 

leave 

(rounded 
down  to  1 1) 


Leave  forfeited 


9  20 

2  x  — 

25 


10  x 


32 


28.5 


(Days) 

=  1.6 

(rounded  up  to  2) 
11.2 


Total 

leave 

deduction 

(Days) 


21 


(e)  the  adjustments  calculated  in  (d)  above  should  be  clearly  indicated  by  the 
leave  clerk  in  the  officer's  Leave  Record  Fonn  and  checked  and  initialled  by  a 
responsible  officer  of  Executive  Officer  level  or  equivalent.  The  officer 
concerned  should  also  be  advised  of  the  adjustments  made  by  means  of  a 
memo. 


14.  Enter  under  column  (1)  the  following  - 

(a)  record  of  any  paid  or  unpaid  study  leave,  sick  leave  or  maternity  leave  taken 
with  dates  entered  at  columns  (b)  to  (d); 

(b)  any  remarks  of  significance,  e.g.  application  of  the  forfeiture  formula  with 
actual  duration  of  leave  taken  locally; 

(c)  cross-referencing  with  leave  taken  from  the  officer's  "sinking  balance" 
(recorded  separately  in  the  Sinking  Balance  Record  Form).  This  is  necessary 
because  leave  taken  from  the  "sinking  balance"  is  non-leave-earning  in  nature; 
and 

(d)  any  other  remarks  as  necessary. 
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15.  The  leave  clerk  should  initial  (with  date)  under  column  (m)  each  time  an  entry  is 
made  in  the  Leave  Record  Fonn. 

At  the  expiry  of  the  12-month  period 

16.  The  remaining  overseas  annual  leave  balance  under  column  (e)  (see  paragraph 
10(a)  above)  should  be  converted  to  vacation  leave  and  transferred  and  added  to 
the  vacation  leave  balance  under  column  (h),  to  form  the  opening  balance  (h)  of 
the  officer's  next  12-month  period. 

17.  The  remaining  local  flexible  leave  under  column  (f)  should  be  processed  in 
accordance  with  CSR  1183(2),  as  follows  - 

(a)  in  the  case  of  an  officer  on  permanent  tenns,  the  leave  balance  under  column 
(f)  should  be  converted  to  vacation  leave  and  added  to  the  vacation  leave 
under  column  (g),  to  form  the  opening  balance  (g)  of  the  officer’s  next  12- 
month  period;  or 

(b)  in  the  case  of  an  officer  on  agreement  terms  who  is  not  in  the  last  12-month 
period  of  his  agreement,  the  leave  balance  under  column  (f)  should  be  carried 
forward  and  added  to  the  officer's  local  flexible  annual  leave  under  column  (f) 
in  respect  of  his  next  12-month  period.  If  the  officer  is  in  the  last  12-month 
period  of  his  agreement,  the  untaken  balance  under  column  (f)  should  lapse. 

18.  The  remaining  balances  under  columns  (g),  (h),  (i),  (j)  and  (k)  should  be  carried 
forward  as  the  opening  balances  of  the  officer's  next  12-month  period. 
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PCSD(LP)  Form  2C 


LEAVE  RECORD  FORM 


Enclosure  1  to  Annex  8.6 


(for  local  directorate  officers  on  D4  and  above  or  equivalent  for  the  12-month  period  from _ to _ ) 

(Note  :  start  with  a  new  sheet  for  each  12-month  period) 


Page 


PART  (I) 

1.  Name 

6. 

Date  of  first  appointment  : 

PART  (III 

I  certify  that  the  opening  leave  balances  of  PART 

2.  Rank/Post 

7. 

Vacation  leave  rate  w.e.f.  1.8.87  : 

(III)  are  correct. 

3.  Department 

8. 

Terms  of  appointment  : 

Signature  : 

4.  TRN 

9. 

Annual  leave  agreement  period  : 

Name  of  officer 

5.  Date  of  birth 

10. 

Adjusted  12-month  period 

(in  block  letters)  : 

(if  applicable)  :  from  to 

Rank/Post  : 

Date  : 

PART  (III) 

Leave  taken 

Credit/debit  leave  balance  (days) 

Remarks 
(see  note  (F)) 

(1) 

Initial 

by  leave 
clerk 
with  date 
(m) 

Annual  leave 

Vacation  leave 

Frozen  leave 

Overseas 
annual  leave 

(e) 

Local 
flexible 
annual  leave 

(f) 

Vacation 

leave 

(see 

note  (A)) 
(g) 

Vacation  leave 
accumulated  in  the 
public  interest  (see 
note  (B)) 

(h) 

See 

note 

(C) 

0) 

See 

note 

(D) 

(j) 

See 

note 

(E) 

(k) 

Transaction 

No. 

(a) 

From 

(b) 

To 

(c) 

Number 
of  days 

(d) 

45 

10.5 

Opening  balances 

1. 

2. 

3. 

4. 

*  Note  - 


(A)  :  record  here  the  officer's  active  balance  which  is  subject  to  120  or  180  days  accumulation  limit;  the 

officer's  sinking  balance  should  be  separately  recorded  in  the  "Sinking  Balance  Record  Form". 

(B)  :  not  subject  to  120  or  180  days  accumulation  limit.  Flowever,  an  officer  on  finally  leaving  the  service 

may  not  be  granted  more  than  365  days  leave,  even  when  (e)+(f)+(g)+(h)+(k)  exceeds  365  days. 

(C)  :  the  officer's  casual  leave  balance  accrued  prior  to  retirement  and  re-employment.  Leave  taken  from  this 

balance  should  be  calculated  on  a  calendar  day  basis. 

(D)  :  the  officer's  vacation  leave  balance  accrued  prior  to  retirement  and  re-employment. 

(E)  :  the  officer's  vacation  leave  balance  accrued  prior  to  promotion  to  D4  (or  above)  or  equivalent. 

(F)  :  see  para.  14  of  Annex  8.6  to  Civil  Service  Regulations. 
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PART  (Ill) 
(Cont’d) 


Credit/debit  leave  balance  (days) 


Leave  taken 


Transaction 

No. 

(a) 

5. 


1 

Annual  leave  j 

Vacation  leave 

Frozen  leave 

L 

Number 
of  days 

(d) 

Overseas 
annual  leave 

(e) 

Local 
flexible 
annual  leave 

(f) 

Vacation 

leave 

(see 

note  (A)) 
(g) 

Vacation  leave 
accumulated  in  the 
public  interest  (see 
note  (B)) 

(h) 

See 

note 

(C) 

0) 

See 

note 

(D) 

(J) 

See 

note 

(E) 

(k) 

Remarks 
(see  note  (F)) 

(1) 

Initial 

by  leave 
clerk 
with  date 
(m) 

Balances  to  be  carried  forward  to 
the  next  12-month  period  •  •  • 
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Arrangements  for  change  of  leave  terms  for 
overseas  officers  reaching  MPS  34  or  above  or  equivalent 


(A)  Overseas  officers  on  agreement  terms 

An  overseas  officer  appointed  to  the  service  after  1  August  1987 
on  agreement  terms  will  transfer  to  annual  leave  tenns  (CSR  1201)  on  reaching 
MPS  34  or  above  or  equivalent,  either  with  effect  from  a  current  date  or  at  the 
latest  by  his  next  agreement.  Until  the  date  of  transfer,  such  an  officer  will 
remain  on  his  prevailing  leave  terms.  An  officer  who  wishes  to  change  to 
annual  leave  terms  with  effect  from  a  current  date  will  need  to  apply  for 
resolution  of  his  existing  agreement  and  to  change  to  a  new  agreement  with 
provision  for  annual  leave  and  annual  leave  passages.  Unless  the  officer  has 
already  been  offered  a  further  agreement,  normally  only  the  remainder  of  his 
current  agreement  will  be  converted  into  a  new  agreement  (see  note  below). 
Any  further  employment  beyond  the  original  agreement  will  be  dealt  with 
under  CSRs  280  or  28 1 . 

Note 

In  this  connection,  the  officer's  attention  is  drawn  to  the  provision  that  where 
an  agreement  is  not  in  multiples  of  12  months  and  where  the  last  period  of 
service  is  less  than  9  months,  the  officer  will  not  be  eligible  for  a  return  annual 
leave  passage  for  the  12-month  period  preceding  the  last  period  of  service.  For 
example,  for  an  agreement  of  2  years  and  3  months  lasting  from,  say,  1.1.89  to 
31.3.91,  the  officer  will  be  granted  a  return  annual  leave  passage  for  the  period 
from  1.1.89  to  31.12.89,  and  a  single  homeward  passage  for  the  period  1.1.90 
to  31.3.91  which  is  to  be  taken  on  finally  leaving  the  service  in  conjunction 
with  the  annual  leave  earned  for  the  period  1 . 1 .90  to  3 1 .3 .9 1 . 

2.  An  overseas  officer  appointed  to  the  service  before  1  August  1987 
on  agreement  terms  will,  on  reaching  MPS  34-44  or  equivalent,  be  given 
options  between  vacation  leave  terms  and  annual  leave  terms  in  accordance 
with  the  provisions  in  Annex  8.8. 

(B)  Overseas  officers  on  probation  or  permanent  terms 

3.  An  overseas  officer  in  this  category  who  is  on  flexible  vacation 
leave  tenns  (CSR  1202)  will  transfer  to  vacation  leave  tenns  (with  provision 
for  annual  leave)  (CSR  1200)  on  reaching  MPS  34  or  above  or  equivalent. 
However,  the  transfer  may  take  effect  from  a  cunent  date  or  at  the  latest  by  his 
next  tour.  Until  the  date  of  his  transfer,  the  officer  will  remain  on  his  prevailing 
leave  terms  and  he  will  not  be  eligible  for  annual  leave  under  CSR  1200(3). 
For  an  officer  who  effects  the  transfer  from  a  current  date,  any  basic  leave 
taken  during  the  tour  prior  to  the  date  of  his  transfer  may  be  counted  as  part  of 
the  2.5  years  resident  service  for  the  purpose  of  computing  his  normal  tour 
under  vacation  leave  terms. 
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4.  An  overseas  officer  in  this  category  who  is  already  on  vacation 
leave  terms  under  CSR  1200  will  become  eligible  for  annual  leave  under  CSR 
1200(3)  on  reaching  MPS  34  or  above  or  equivalent.  No  change  in  leave  terms 
is  involved. 

(C)  Leave  arrangements 

5.  For  officers  on  flexible  vacation  leave  terms  who  transfers  to 
vacation  leave  terms  or  annual  leave  tenns,  any  basic  leave  and  overseas 
addition  accrued  prior  to  transfer  will  be  frozen,  to  be  taken  normally  on 
finally  leaving  the  service  subject  to  CSR  1260.  In  exceptional  circumstances, 
an  officer  may  be  granted  approval  by  the  authorities  for  the  grant  of  leave  to 
defreeze  the  frozen  leave  which  should  be  taken  under  the  respective  leave 
rules. 


Amendment  No.  73(33)/91 


Annex  8.8 


Arrangements  for  overseas  agreement  officers 
on  MPS  34  -  44  or  equivalent 

_ appointed  before  1  August  1987 _ 

(CSR  1265) 


(A)  Officers  already  on  MPS  34  -  44  or  equivalent  before  1  August  1987 

Overseas  agreement  officers  on  vacation  leave  tenns  appointed 
before  1  August  1987,  whose  substantive  salaries  are  on  MPS  34-44  or 
equivalent,  will  be  given  the  option,  to  be  exercised  between  1  August  1987 
and  the  time  they  next  apply  for  renewal  of  their  agreements,  of  remaining  on 
their  existing  2. 5 -year  vacation  leave  agreement  or  transferring  to  a  new  3 -year 
annual  leave  agreement. 


2.  An  officer  who  opts  to  transfer  to  annual  leave  tenns  may  further 

opt  for  the  transfer  to  take  effect  from  a  current  date  or  from  his  next 
agreement.  In  both  cases,  the  arrangements  will  follow  those  described  in 
paragraph  1  of  Annex  8.7 


3.  An  officer  should  complete  the  option  fonn  at  Enclosure  I  and 

return  it  to  the  Secretary  for  the  Civil  Service  through  his  Head  of  Department. 
Where  the  officer  is  applying  for  renewal  or  resolution  of  his  agreement,  his 
Head  of  Department  or  Head  of  Grade  should  give  appropriate 
recommendation  on  the  officer's  application. 


4.  The  option,  once  exercised,  is  irrevocable  so  long  as  the  officer 

remains  on  MPS  34  -  44  or  equivalent.  On  reaching  MPS  45  or  above  or 
equivalent,  all  agreement  officers  will  be  placed  on  annual  leave  terms.  An 
officer  who  is  on  vacation  leave  terms  prior  to  reaching  MPS  45  or  above  or 
equivalent  will  transfer  to  annual  leave  terms,  in  a  similar  manner  as  described 
in  paragraph  1  of  Annex  8.7.  As  regards  an  officer  who  is  already  on  annual 
leave  terms,  he  will  continue  to  serve  on  the  terms  of  his  prevailing  agreement 
and  the  leave  arrangements  in  Note  (iii)  of  CSR  1230(1)  will  apply. 


(B)  Officers  reaching  MPS  34  -  44  or  equivalent  on  or  after  1  August  1987 

5.  Overseas  agreement  officers  appointed  to  the  service  before 

1  August  1987  will,  on  reaching  MPS  34  -  44  or  equivalent,  exercise  an 
irrevocable  option  between  vacation  leave  terms  and  annual  leave  terms  in  a 
similar  manner  as  described  in  paragraphs  1-4  above,  except  that  the  option 
should  be  exercised  between  the  date  he  attains  MPS  34  -  44  or  equivalent  and 
the  time  he  next  applies  for  renewal  of  his  agreement. 
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Annex  8.8 


(C)  Leave  arrangements 

6.  For  officers  who  transfer  from  vacation  leave  terms  to  annual  leave 

terms,  any  vacation  leave  accrued  will  be  set  aside,  to  be  taken  normally  on 
leaving  the  service  subject  to  CSR  1260.  Casual  leave  accrued  will  form  the 
opening  balance  of  the  officers'  casual  leave  account. 


7.  For  officers  who  are  on  flexible  vacation  leave  terms  prior  to 

transfer  to  vacation  leave  terms  or  annual  leave  terms,  any  basic  leave  and 
overseas  addition  accrued  prior  to  the  transfer  will  be  frozen,  to  be  taken 
normally  on  finally  leaving  the  service  subject  to  CSR  1260.  In  exceptional 
circumstances,  an  officer  may  be  granted  approval  by  the  authorities  for  the 
grant  of  leave  to  defreeze  the  frozen  leave  which  should  be  taken  under  the 
respective  leave  rules. 


Amendment  No  67/92 


RESTRICTED  (STAFF) 


Enclosure  I  to  Annex  8.8 


Option  fonn  for  overseas  officers  on  MPS  34  -  44  or  equivalent 
on  agreement  terms  appointed  before  1  August  1987  (CSR  1265) 

(to  be  completed  in  quadruplicate) 

To:  Secretary  for  the  Civil  Service 

(Attn:  PAS(CS)-/PAS(CS)AS/SPEO(G)# 

via _ 

(Head  of  Department) 

In  accordance  with  CSR  1265  and  Annex  8.8  to  Civil  Service  Regulations,  I 
hereby  notify  you  of  my  exercise  of  option,  which  I  understand  is  irrevocable,  as  follows  - 


*  (a)  to  be  on  vacation  leave  terms;  or 


*  (b)  to  be  on  annual  leave  terms. 


2.@  In  exercising  this  option  for  transfer  to  the  new  leave  terms  under  paragraph  1 

above,  I  wish  to  be  on  vacation  leave  terms/annual  leave  terms#  with  effect  from  - 


*  (a)  _ .  In  this  connection,  I  hereby  apply  for  resolution 

(Date  +) 

of  my  current  agreement  (which  is  originally  due  to  expire  on 

_ )  and  to  change  to  a  new  agreement  on  the  same  date  ;  or 

(Date  +) 


*  (b)  my  next  agreement.  In  this  connection,  I  hereby  apply  for  renewal 

of  my  current  agreement  which  is  due  to  expire  on _ ; 

or  (Date) 


*  (c)  the  second  leg  of  my  linked  agreement  which  will  commence  on 


(Date  +) 

Signature  : 

Name 

(in  block  letters)  : 

Rank  : 

HKID  No.  : 

Department  : 

Office  Tel.  No.  : 

Date  : 

Note:  *  tick  as  appropriate 

#  delete  and  fill  in  the  blank  space  as  appropriate 
+  no  earlier  than  1.8.1987 

@  to  be  completed  only  by  an  officer  who  is  transferring  to  new  leave  terms;  not  to  be 
completed  by  an  officer  who  opts  to  remain  on  his  existing  leave  terms 

c.c.  Secretary  for  the  Civil  Service  (Attn:  PAS(CS)B) 

Director  of  Accounting  Services 


RESTRICTED  (STAFF) 
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Annex  8.9 


Arrangements  for  overseas  officers  on 
MPS  33  and  below  or  equivalent 
appointed  before  15  June  1988 
(CSR  1266) 


With  the  exception  of  teaching  staff  who  enjoy  school  holidays, 
overseas  officers  appointed  to  the  service  prior  to  15  June  1988,  whose  substantive 
salaries  are  on  MPS  33  and  below  or  equivalent,  will  be  given  the  option  of 
transferring  to  flexible  vacation  leave  terms.  The  option,  once  exercised,  is 
irrevocable.  Those  who  do  not  exercise  their  option  by  the  end  of  the  specified 
option  period  will  be  irrevocably  on  vacation  leave  terms.  No  reminders  will  be 
issued. 


2.  An  officer  who  wishes  to  transfer  to  flexible  vacation  leave 

terms  should  exercise  his  option  by  completing  the  option  form  at  Enclosure  I  to 
reach  his  Head  of  Department  or  Head  of  Grade  (as  appropriate)  by  14  December 
1990  for  action.  An  officer  on  MPS  34  or  above  or  equivalent  who  is  re¬ 
employed  on  MPS  33  or  below  or  equivalent  after  14  December  1990  should 
exercise  his  option  before  the  commencement  date  of  his  re-employment. 


3.  An  officer  may  opt  to  transfer  to  flexible  vacation  leave  terms 

with  effect  from  his  next  tour  or  with  effect  from  a  date  no  earlier  than  15  June 
1988.  In  the  former  case,  the  option  will  be  acknowledged  using  the  specimen 
letter  at  Enclosure  II.  In  the  latter  case,  the  transfer  will  be  effected  by  an 
exchange  of  letters  (see  specimens  at  Enclosures  III  and  IV). 


4.  An  officer  who  opts  to  transfer  to  flexible  vacation  leave  tenns  with 

effect  from  a  current  date  will  retain  his  original  due  date  for  end-of-tour  leave. 
On  that  date,  he  will  take  his  overseas  addition  earned  with  effect  from  the  date  of 
transfer,  in  combination  with  all  or  part  of  his  earned  basic  leave  and/or  accrued 
vacation  leave  if  he  wishes.  The  arrangements  in  respect  of  leave  accrued  prior  to 
the  date  of  transfer  to  flexible  vacation  leave  terms  are  - 


(a)  vacation  leave  accrued  will  be  kept  in  a  separate  account,  to  be  taken 
normally  on  finally  leaving  the  service  subject  to  CSR  1260. 
Alternatively,  the  leave  may  be  taken  in  combination  with  an  officer's 
end-of-tour  leave  subject  to  approval  by  the  authorities  in  CSR  1241, 
or  in  isolation  during  a  tour  subject  to  approval  by  the  Secretary  for 
the  Civil  Service.  In  all  cases,  the  leave  is  calculated  on  a  calendar  day 
basis  and,  if  spent  locally,  is  liable  to  forfeiture  under  CSR  1237;  and 
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(b)  casual  leave  accrued  should  be  calculated  in  accordance  with  the 
method  described  in  Annex  8.4  to  Civil  Service  Regulations  and  will 
form  the  opening  balance  of  the  officer’s  basic  leave  account.  (Note  - 
depending  on  the  actual  month  of  transfer,  the  denominator  used  in 
calculating  the  casual  leave  balance  may  be  28,  29,  30  or  3 1). 

5.  The  above  arrangements  also  apply  to  officers  re-employed  after 

retirement  under  CSRs  263,  270,  275  or  277.  For  officers  who  transfer  to  flexible 
vacation  leave  terms  during  his  re-employment,  any  casual  leave  and  vacation 
leave  accrued  prior  to  the  date  of  retirement  and  deferred  to  be  taken  on  finally 
leaving  the  service  will  remain  frozen  and  be  kept  separately  as  two  accounts.  For 
officers  who  are  already  on  flexible  vacation  leave  terms  before  their  retirement, 
the  leave  they  accrue  prior  to  retirement,  which  may  comprise  vacation  leave, 
basic  leave  and  overseas  addition,  will  similarly  be  frozen.  If  permission  is  granted 
under  CSR  1106(4)(b)  for  the  deferred  leave  to  be  taken  during  re-employment, 
the  respective  rules  pertaining  to  the  different  types  of  leave  as  stipulated  in  CSRs 
will  apply. 


6.  Officers  on  probation  or  permanent  terms  covered  in  this  Annex  will, 

on  reaching  MPS  34  or  above  or  equivalent,  be  subject  to  the  same  arrangements 
as  detailed  in  paragraphs  3  and  4  of  Annex  8.7. 


7.  Officers  on  agreement  terms  covered  in  this  Annex  will,  on  reaching 

MPS  34-44  or  equivalent,  be  subject  to  the  following  arrangements  - 

(a)  for  those  officers  appointed  before  1  August  1987,  the  arrangements  in 
paragraph  5  of  Annex  8.8  will  apply; 

(b)  for  those  officers  appointed  between  the  period  1  August  1987  and  14 
June  1988  inclusive,  the  arrangements  in  paragraph  1  of  Annex  8.7 
will  apply. 
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RESTRICTED  (STAFF) 


Enclosure  I  to  Annex  8.9 


Option  fonn  for  overseas  officers  on  MPS  33  and  below 
or  equivalent  appointed  before  15  June  1988  (CSR  1266) 
(To  be  completed  in  quadruplicate) 


To: _ 

(Head  of  Department/Head  of  Grade) 


In  accordance  with  CSR  1266  and  Annex  8.9  of  Civil  Service  Regulations,  I 
hereby  notify  you  of  my  exercise  of  option,  which  I  understand  is  irrevocable,  to  transfer  to 
flexible  vacation  leave  terms. 

2.  In  exercising  this  option  for  transfer  to  the  new  leave  tenns  under  paragraph  1 

above,  I  wish  to  be  on  flexible  vacation  leave  terms  with  effect  from  - 

—  *  (a)  _ .  My  current  #tour/agreement/re-employment  agreement  is 

—  (Date  +) 

due  to  expire  on _ .  (Note  -  an  officer  who  chooses  this 

(Date) 

option  will  retain  his  original  due  date  for  end-of-tour/end-of-agreement 
leave.) 

—  *  (b)  my  next  #tour/agreement/re-employment  agreement.  My  current  #tour/ 

—  agreement/re-employment  agreement  is  due  to  expire  on _ . 

(Date) 

—  *  (c)  the  second  leg  of  my  linked  agreement  which  will  commence 

—  on _ . 

(Date  +) 


Signature 

Name 

(in  block  letters) 
Rank 

TRN 

Department 
Office  Tel.  No. 
Date 


Note  :  *  tick  as  appropriate 

#  delete  as  appropriate 
+  no  earlier  than  15.6.1988 

c.c.  Director  of  Accounting  Services 

Secretary  for  the  Civil  Service  (Attn:  PAS(CS)B) 


RESTRICTED  (STAFF) 


Amendment  No.  73(39)/91 


RESTRICTED  (STAFF) 


Enclosure  II  to  Annex  8.9 


Specimen  letter  for  overseas  officers  opting  to  transfer  to 
flexible  vacation  leave  terms  with  effect  from 
their  next  tour/agreement/ re-employment  agreement 


Ref.  : 
Date  : 


To:  _ 

(Name  of  officer) 


(Rank) 


(Department) 

Dear  Sir/Madam, 

I  note  that  you  have  exercised  your  option  to  transfer  to  flexible  vacation  leave 
terms  with  effect  from  your  next  #tour/agreement/  re-employment  agreement. 

*The  change  in  leave  arrangements  is  agreed  and  you  will  be  on  flexible 

vacation  leave  terms  with  effect  from _ in  accordance  with  the  provisions  laid 

(Date) 

down  in  CSR  1266  and  Annex  8.9  to  Civil  Service  Regulations. 

**  The  change  in  leave  arrangements  - 

#  (a)  will  be  taken  into  account  when  processing  your 

application  for  renewal  of  your  agreement/re¬ 
employment  agreement. 

#  (b)  will  take  effect  from  your  next  agreement/re¬ 

employment  agreement  which  has  been  approved  and 

which  will  commence  on _ . 

(Date) 

Yours  faithfully, 


for 


( 


) 


(Head  of  Department/Head  of  Grade) 


Note:  #  delete  as  appropriate 

*  for  officers  on  permanent  terms 

**  for  officers  on  agreement/re-employment  agreement  terms 
c.c.  Director  of  Accounting  Services  (TRN:  ) 


RESTRICTED  (STAFF) 


Amendment  No.  73(40)/91 


RESTRICTED  (STAFF) 


Enclosure  III  to  Annex  8.9 


Specimen  letter  for  overseas  officers  opting  to  transfer  to 
flexible  vacation  leave  terms  with  effect  from  a  current  date 


To  : _ 

(Name  of  officer) 


Ref.  : 
Date  : 


(Rank) 


(Department) 

Dear  Sir/Madam, 

I  note  that  you  have  exercised  your  option  to  transfer  to  "flexible  vacation  leave" 

terms  with  effect  from _ . 

(Date  +) 

The  change  in  leave  arrangements  is  agreed  and  you  will  serve  the  remaining 
portion  of  your  #tour/agreement/re-employment  agreement,  i.e.  from 

_ to _ ,  on  flexible  vacation  leave  terms  in  accordance  with 

(Date  +)  (Date  §) 

the  provisions  laid  down  in  CSR  1266  and  Annex  8.9  to  Civil  Service  Regulations.  You  will 
retain  your  original  due  date  for  #end-of-tour/end-of-agreement/end-of-re-employment 

agreement  leave,  i.e. _ .  On  this  date,  you  will  proceed  on  overseas  addition 

(Date  @) 

(earned  w.e.f. _ ).  Apart  from  the  change  in  leave  arrangements,  the 

(Date  +) 

other  terms  of  appointment  remain  unchanged. 

Your  vacation  leave  balance  accrued  prior  to  transfer  to  flexible  vacation  leave 
terms  will  be  kept  in  a  separate  account,  to  be  taken  in  accordance  with  the  provisions  laid 
down  in  Annex  8.9  to  Civil  Service  Regulations.  Your  casual  leave  balance  accrued  prior  to 
transfer  to  flexible  vacation  leave  terms  will  fonn  the  opening  balance  of  your  basic  leave 
account. 


Please  complete  the  attached  letter  and  return  it  to  me  on  or  before 

Yours  faithfully, 


for 


( 


) 


(Head  of  Department/Head  of  Grade) 


Note:  #  delete  as  appropriate 
+  date  of  transfer 

§  original  end  date  of  tour/agreement/re-employment  agreement 
@  the  date  immediately  following  date  § 

c.c.  Director  of  Accounting  Services  (TRN:  ) 


RESTRICTED  (STAFF) 


Amendment  No.  73(4 1)/9 1 


RESTRICTED  (STAFF) 


Enclosure  IV  to  Annex  8.9 


Specimen  letter  to  be  completed  by  overseas  officers 
who  transfer  to  flexible  vacation  leave  terms 
_ with  effect  from  a  current  date _ 


To:  _ 

(Head  of  Department/Head  of  Grade) 


Dear  Sir/Madam, 


I  refer  to  your  letter  ref. _ dated _ and 

acknowledge  the  change  in  leave  arrangements  as  detailed  therein. 


Yours  faithfully, 


(Signature) 


(Name  in  block  letters) 


(Rank) 


(TRN) 


(Department) 


(Date) 


c.c.  Director  of  Accounting  Services 


RESTRICTED  (STAFF) 


Amendment  No.  73(42)/91 


Annex  8.10 


Arrangements  for  overseas  officers  whose  country  of  origin  is  Pakistan, 
who  occupy  offices  carrying  an  initial  monthly  basic  salary 
of  less  than  MPS  14  or  equivalent  and  who  are  on  "old  leave  terms” 

(CSR  1267) 


Leave  earning  rates  and  length  of  tour 


An  overseas  officer  on  permanent  terms  appointed  to  Hong  Kong  before 
1  July  1972  whose  country  of  origin  is  Pakistan,  who  occupy  offices  carrying  an  initial 
monthly  basic  salary  of  less  than  MPS  14  or  equivalent  and  who  have  not  opted  for 
transfer  to  vacation  leave  tenns  in  CSR  1200  will  remain  on  "old  leave  terms".  Such  an 
officer  is  eligible  for  casual  leave  in  accordance  with  CSRs  1210  -  1219,  and  vacation 
leave  at  the  following  rates  - 


Category  of  officers 
(see  Note) 

Aged  40  or  over  and  with 
10  years'  service  or  more 

(a)  100%  pensionable 

(b)  90%  pensionable 


Leave  earning  rate 
per  year  of 
resident  service 
(days) 


46 

61 


Note  -  (i)  The  leave  earning  rate  at  (b)  above  applies  to  officers  who  exercised  their 
right  of  option,  associated  with  90%  pensionability,  under  Establishment 
Circular  No.  2/67  dated  5  January  1967  (see  Annex  8.1  to  Civil  Service 
Regulations). 

(ii)  For  the  purposes  of  this  Regulation,  "service"  means  service  with  the 
Hong  Kong  Government. 


2.  The  length  of  tour  for  an  officer  in  paragraph  1  above  is  4  years.  This  is  the 

period  which  the  officer  must  normally  serve  before  being  eligible  to  take  vacation  leave, 
calculated  from  the  date  of  the  officer's  return  from  his  last  vacation  leave.  Advancement, 
deferment  and  curtailment  of  vacation  leave  should  be  dealt  with  as  under  CSRs  1224  - 
1225.  Similarly,  request  for  an 
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advance  of  vacation  leave  and  request  for  permission  to  spend  leave  locally  should  be 
dealt  with  as  under  CSRs  1226  and  1237.  An  officer's  tour  will  be  extended  by  the 
period  of  any  study  leave,  unpaid  leave  or  advance  vacation  leave  taken  during  the  tour. 

(B)  Counting  of  leave 

3.  The  leave  rates  laid  down  in  paragraph  1  above  include  all  travelling  time. 
Vacation  leave  commences  on  the  calendar  day  immediately  following  completion  of  an 
officer's  tour.  It  is  calculated  on  a  calendar-day  basis  with  the  whole  period  of  absence 
counting  as  leave,  notwithstanding  that  there  are  intervening  Sundays  and  public 
holidays  and  that  the  leave  may  commence  or  end  on  a  Sunday  or  public  holiday. 
Officers  should  therefore  return  to  duty  following  the  expiry  of  their  leave.  If  an  officer's 
return  to  duty  is  delayed,  CSR  1 104  will  apply. 

(C)  Option  arrangements 

4.  An  officer  in  paragraph  1  above  may  exercise  his  option  to  transfer  to 
vacation  leave  tenns  (CSR  1200)  at  any  time,  but  once  exercised,  his  option  is 
irrevocable.  In  the  case  of  an  officer  who  opts  while  on  vacation  leave,  the  option  will 
take  effect  from  the  date  of  return  from  that  leave.  In  all  other  cases,  the  option  will  take 
effect  from  the  date  of  the  officer's  last  return  to  Hong  Kong  from  vacation  leave. 
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Arrangements  for  overseas  officers  on  "old  leave  terms" 

_ except  those  covered  by  Annex  8.10 _ 

(CSR  1267) 


(A)  Leave  earning  rates  and  length  of  tour 

Except  those  covered  by  Annex  8.10,  an  overseas  officer  on  permanent  tenns 
appointed  to  Hong  Kong  before  1  January  1958  who  has  not  opted  for  the  vacation 
leave  terms  in  CSR  1201  will  remain  on  "old  leave  terms".  Such  an  officer  is  eligible 
for  casual  leave  in  accordance  with  CSRs  1210-1219,  and  vacation  leave  at  the 
following  rates  - 


Category  of  officers 
(see  Note) 


Leave  earning  rate 
per  year  of 
resident  service 
(days) 


(a)  100%  pensionable  50 

(b)  90%  pensionable  66 


Note  -  The  leave  earning  rate  at  (b)  above  applies  to  officers  who 
exercised  their  right  of  option,  associated  with  90% 
pensionability,  under  Establishment  Circular  No.  2/67  dated 
5  January  1967  (see  Annex  8.1  to  Civil  Service  Regulations). 


2.  The  length  of  tour  for  an  officer  in  paragraph  1  above  is  3  years.  This  is  the 
period  which  the  officer  must  normally  serve  before  being  eligible  to  take  vacation 
leave,  calculated  from  the  date  of  the  officer's  return  from  his  last  vacation  leave. 
Advancement,  deferment  and  curtailment  of  vacation  leave  should  be  dealt  with  as 
under  CSRs  1224  -  1225.  Similarly,  request  for  an  advance  of  vacation  leave  and 
request  for  permission  to  spend  leave  locally  should  be  dealt  with  as  under  CSRs  1226 
and  1237.  An  officer's  tour  will  be  extended  by  the  period  of  any  study  leave,  unpaid 
leave  or  advance  vacation  leave  taken  during  the  tour.  Overstay  of  leave  should  be  dealt 
with  as  under  CSR  1104. 


(B)  Journey  Periods 

3.  When  an  officer  on  old  leave  terms  goes  on  vacation  leave  to  his  country  of 
origin  (see  CSR  1300(e)),  he  may  receive  full  pay  for  the  actual  period  of  the  journey 
each  way  or  the  standard  period  of  the  journeys,  whichever  is  the  less.  If  the  officer  is 
not  returning  to  duty,  he  may  be  granted  full  pay  in  the  same  manner  for  the  period  of 
his  homeward  journey,  provided  that  the  journey  begins  before  the  end  of  the  leave 
earned  during  his  last  tour  of  service  or  follows  it  without  a  break. 
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4.  If  an  officer  travels  to  a  country,  or  countries,  other  than  his  country  of  origin, 
he  may  be  granted  full  pay  for  the  aggregate  period  of  the  journeys  or  the  standard 
periods  of  the  journeys  to  and  from  his  country  of  origin,  whichever  is  the  less.  Where  a 
standard  period  is  laid  down  in  paragraph  7  below  for  any  of  the  journeys  included  in 
the  aggregate  period,  the  standard  period  or  the  actual  time  of  the  journey,  whichever  is 
the  less,  will  be  regarded  as  the  period  taken  for  that  particular  journey;  otherwise  the 
actual  period  of  the  journey  will  count  towards  the  aggregate  period. 

5.  When  an  officer  is  directed  to  travel  by  air  under  CSR  1395,  he  may  be  credited 
with  an  additional  period  of  paid  vacation  leave  equal  to  half  the  difference  between  the 
standard  journey  periods  by  sea  and  air  laid  down  in  paragraph  7  below  for  the  journey 
in  question,  a  half  day  resulting  from  the  calculation  being  disregarded.  When  the 
journey  is  not  covered  by  paragraph  7  below,  the  additional  period  of  vacation  leave 
will  be  decided  by  the  Secretary  for  the  Civil  Service. 

6.  The  additional  period  of  leave  in  paragraph  5  above  may  be  added  to  the  period 
of  vacation  leave  already  granted;  if  the  public  interest  does  not  permit  this,  the 
additional  leave  will  be  credited  to  the  officer's  leave  account. 

7.  The  standard  journey  periods  are  as  follows  - 


Bv  Sea 

Bv  Air 

Great  Britain  and 

Ireland . 

30  days 

1  day 

East  Bound  West  Bound 

Canada  and  U.S.A. 

West  Coast  ports . 

22  ” 

1  day  2  days 

East  Coast  ports . 

26  ” 

1  day  2  days 

South  Africa 

(Durban) . 

30  ” 

1  day 

(Cape  Town) . 

34  ” 

1  ” 

Australia 

(Brisbane) . 

18  ” 

1  ” 

(Sydney) . 

20  ” 

1  ” 

(Melbourne) . 

24  ” 

1  ” 

(Tasminia) . 

25  ” 

1  ” 

(Perth  or 

1  ” 

Fremantle) . 

24  ” 

(Adelaide) . 

25  ” 

1  ” 

New  Zealand 

(via  Sydney) . 

28  ” 

1  ” 
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(C)  Option  arrangements 

8.  An  officer  on  old  leave  terms  may  exercise  his  option  to  transfer  to  vacation 
leave  terms  (CSR  1200)  at  any  time,  but  once  exercised,  his  option  is  irrevocable.  In  the 
case  of  an  officer  who  opts  while  on  vacation  leave,  the  option  will  take  effect  from  the 
date  of  return  from  that  leave.  In  all  other  cases,  the  option  will  take  effect  from  the 
date  of  the  officer's  last  return  to  Hong  Kong  from  vacation  leave  (i.e.  from  the 
beginning  of  the  officer's  current  tour),  with  the  proviso  that  if  departmental  staffing 
requirements  would  be  adversely  affected  by  his  earlier  departure,  an  officer  may  not 
be  pennitted  to  go  on  leave  until  six  months  have  elapsed  from  the  date  his  option  was 
made. 


(D)  Combination  of  leave  balances  under  old  leave  tenns  and  vacation  leave  terms 

9.  Officers  with  leave  balances  earned  under  the  old  leave  terms  will  be  allowed  to 
combine  these  balances  with  the  leave  earned  under  vacation  leave  terms  (CSR  1200). 
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Calculation  of  Vacation  Leave  of  Officers 
on  Common  Terms  or  New  Terms 

A.  General  Calculation  and  Deduction  Method 

(Not  applicable  to  final  leave  taken  by  officers  on  Common  Terms) 

Calculation  of  vacation  leave  (VL)  taken  should  be  determined  according  to  the 
number  of  working  days  in  between  two  days  of  duty.  The  VL  balance  of  an  officer  should  be 
calculated  and  recorded  on  each  occasion  before  the  officer  takes  a  stretch  of  leave  which 
consists  of  VL  and  resumes  duty  after  the  leave.  It  should  be  kept  down  to  two  decimal  places, 

1. e.  it  should  be  rounded  up  from  0.005  and  above  and  rounded  down  from  below  0.005. 

2.  According  to  CSR  540,  a  “standard  working  week”  in  respect  of  an  officer  whose 
conditioned  hours  of  work  are  44  hours  gross  per  week  means  44  hours  of  duty  in  a  5lA  day 
week  and  for  an  officer  whose  conditioned  hours  of  work  are  45  hours  net  per  week,  45  hours 
of  duty  in  a  6-day  week.  Heads  of  Department  may  vary  the  hours  of  duty  under  CSR  540(d) 
and  (e)  to  permit  the  officer  to  be  off  duty  on  one  Saturday  in  any  period  of  two  consecutive 
weeks  or  on  any  two  days  in  a  week  on  the  condition  that  the  required  number  of  conditioned 
working  hours  are  worked.  For  the  purpose  of  enforcing  these  regulations,  where  an  officer 
on  alternate  Saturday-off  system  or  5-day  week  takes  more  than  12  days  leave  (of  one  or  more 
type,  but  excluding  any  days  covered  by  authorised  absence  under  CSR1111),  he  will  cease  to 
be  eligible  for  a  “day-off’  on  any  intervening  Saturday  as  well  as  on  the  Saturday  at  the  end  of 
the  period  of  absence.  In  other  words,  he  will  be  required  to  take  half  a  day  or  full  day  VL  for 
each  Saturday  concerned  depending  on  the  circumstances  of  the  case  as  illustrated  in  the 
examples  below. 

(i)  Officers  on  the  Alternate  Saturday-off  System  (CSR  540(d)) 

3 .  Based  on  the  calendar  below,  examples  1  to  5  show  how  the  VL  balance  should  be 
calculated  for  an  officer  on  Common  Terms  who  is  on  the  alternate  Saturday-off  system  with 
VL  earning  rate  being  34  days  per  year  - 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

24 

25 

26 

27 

28 

29 

30 

(Sat-off) 

il 

1  (Feb) 

2 

3 

4 

5 

6 

1 

8 

9 

10 

11 

12 

13 

(Sat-off) 

■ 

15 

16 

(GH) 

17 

(GH) 

18 

(GH) 

19 

20 

21 

22 

23 

24 

25 

26 

27 

(Sat-off) 

|8 

1  (Mar) 

Note  :  Sat-off-  Saturday-off 

GH  -  Gazetted  general  holiday 
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Example  1 

(a)  Up  to  and  including  2  February,  the  officer  had  a  credit  VL  balance  of 
5.75  days. 

(b)  He  commenced  his  VL  on  3  February  and  resumed  duty  on  8  February. 
Applying  CSRs  1 1 74( l)-(3)  (CSR  1164(l)-(3)  for  an  officer  on  new 
terms),  the  officer's  total  VL  taken  on  this  occasion  was  3.5  days  (only 
working  days  were  counted). 

(c)  VL  counts  as  resident  service  for  leave-eaming  purpose  under  CSR 
1 103(l)(a)(iv)  (CSR  1 103(l)(a)(v)  for  officers  on  new  terms).  Hence, 
for  the  period  from  3  February  to  7  February  inclusive,  the  officer  had 
served  5  days  resident  service.  Applying  CSR  1171(1)  (CSR  1161(1) 
for  officers  on  new  tenns),  the  VL  earned  for  the  period  was: 

34 

5  x  -  =  0.465 

365 

=  0.47  (rounded  to  two  decimal  places) 

(d)  VL  balance  calculated  up  to  and  including  7  February  was: 

(a)-(b)  +  (c)  =  (5.75  -  3.5  +  0.47)  days 

=  2.72  days 

(e)  He  fell  sick  on  1 1  February  and  was  granted  paid  sick  leave  (which 
counts  as  resident  service  for  leave  earning  purpose  under 
CSR1 103(l)(a)(i)). 

(f)  He  commenced  his  VL  on  19  February  and  resumed  duty  on  22 
February.  Applying  CSR  1174(l)-(3)  (CSR  1164(l)-(3)  for  officers 
on  new  tenns),  the  officer's  total  VL  taken  was  1.5  days. 

(g)  For  the  period  from  8  February  to  18  February  inclusive,  he  had  served 
11  days  resident  service.  Applying  CSR  1171(1)  (CSR  1161(1)  for 
officers  on  new  terms),  the  VL  earned  for  this  period  was: 

1 1  x  =  1 .024  days 
365 

=  1 .02  days  (rounded  to  two  decimal  places) 

(h)  VL  balance  up  to  and  including  18  February  was  : 

(d)  +  (g)  =  (2.72+  1.02)  days 

=  3.74  days 


Amendment  No.  31(2)/2001 


Annex  8.12  (Cont’d) 

(P.  3) 

(i)  For  the  period  from  19  February  to  21  February  inclusive,  the  officer 
had  served  3  days  resident  service.  Applying  CSR  1171(1)  (CSR 
1 161(1)  for  officers  on  new  terms),  the  VL  earned  was  - 

3  x  —  =  0.279  days 
365 

=  0.28  days  (rounded  to  two  decimal  places) 


O')  VL  balance  up  to  and  including  2 1  February  was  : 


(h)-(f)  +  (i)  =  (3.74  -  1.5  +  0.28)  days 

=  2.52  days 


Example  2 

(a)  The  officer  commenced  vacation  leave  on  1  February  and  resumed 
duty  in  the  afternoon  of  19  February.  Applying  CSR  1174  (l)-(3) 
(CSR  1164(l)-(3)  for  officers  on  new  terms),  the  officer  was  eligible 
for  Saturday-off  on  13  February  and  thus  12  days  VL  should  be 
deducted. 

(b)  The  officer's  VL  balance  up  to  and  including  31  January  was  15.45 
days. 

(c)  For  the  period  from  1  February  to  noon  of  19  February  inclusive,  the 
officer  had  served  18.5  days  resident  service.  Applying  CSR  1 171(1) 
(CSR  1 161(1)  for  officers  on  new  tenns),  the  VL  earned  was  - 

18.5  x  —  =  1.723  days 
365 

=  1 .72  days  (rounded  to  two  decimal  places) 

(d)  VL  balance  up  to  and  including  the  morning  of  19  February  was  : 

(b)-(a)  +  (c)  =  (15.45  -  12  +  1.72)  days 

=  5.17  days 
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Example  3 


(a)  The  officer  last  attended  duty  on  6  February.  He  commenced  his 
leave  and  resumed  duty  on  1  March.  Applying  CSR  1 1 74(l)-(3) 
(CSR  1164(l)-(3)  for  officers  on  new  terms),  the  officer  was  not 
eligible  for  Saturday-offs  on  13  and  27  February  and  thus  13.5  days 
VL  should  be  deducted  (i.e.  he  had  to  take  leave  for  13  February  which 
was  an  intervening  Saturday  and  27  February  which  was  a  Saturday  at 
the  end  of  the  period  of  absence). 

(b)  The  officer's  VL  balance  up  to  including  7  February  was  15.45  days. 

(c)  For  the  period  from  8  February  to  28  February  inclusive,  the  officer 
had  served  21  days  resident  service.  Applying  CSR  1171(1)  (CSR 
1 161(1)  for  officers  on  new  terms),  the  VL  earned  was  - 

21  x  =  1.956  days 
365 

=  1 .96  days  (rounded  to  two  decimal  places) 

(d)  VL  balance  up  to  and  including  28  February  was  : 

(b)  -  (a)  +  (c)  =  (15.45  -  13.5  +  1.96)  days 

=  3.91  days 


Example  4 

(a)  The  officer  had  been  granted  approval  to  take  VL  from  1  February  to 
15  February  inclusive  (1 1.5  days  VL  in  total). 

(b)  Subsequently,  the  officer  tendered  a  medical  certificate  confirming  the 
granting  of  sick  leave  from  28  to  30  January  inclusive  by  the  doctor. 
Discounting  the  leave  in  (a)  above,  only  2  days  sick  leave  should 
normally  be  deducted  from  his  sick  leave  entitlement  according  to 
CSR  1270(b). 

(c)  As  the  total  leave  taken  (i.e.  VL  plus  sick  leave)  exceeded  12  days, 
applying  CSR  1 1 74(l)-(3)  (CSR  1164(l)-(3)  for  officers  on  new 
terms),  the  officer  was  not  eligible  for  Saturday-offs  on  30  January  and 
13  February.  Hence,  for  the  entire  period  of  absence  from  28  January 
to  15  February,  a  total  of  12  days  VL  and  2.5  days  sick  leave  (the 
morning  of  30  January  should  be  covered  by  sick  leave)  should  be 
deducted. 

(d)  VL  balance  up  to  and  including  27  January  was  14.15  days. 
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(e)  For  the  period  from  28  January  to  18  February  inclusive,  the  officer 
had  served  22  days  resident  service.  Applying  CSR  1171(1)  (CSR 
1 161(1)  for  officers  on  new  terms),  the  VL  earned  for  this  period  was: 

22  x  =  2.049  days 
365 

=  2.05  days  (rounded  to  two  decimal  places) 

(f)  VL  balance  up  to  and  including  18  February  was  : 


(d)  -  (c)  +  (e) 


(14.15-  12  +  2.05)  days 
4.20  days 


Example  5 


(a)  The  officer  had  been  granted  approval  to  take  VL  from  8  February  to 
23  February  inclusive. 

(b)  He  applied  for  3  days  study  leave  from  24  to  26  February. 

(c)  As  the  total  duration  of  leave  (VL  plus  study  leave)  exceeded  12  days, 
applying  CSR  1174(l)-(3)  (CSR  1164(l)-(3)  for  officers  on  new 
terms),  the  officer  was  not  eligible  for  Saturday-offs  on  13  and  27 
February.  Hence,  for  the  entire  period  of  absence  from  8  February  to 
28  February,  a  total  of  10.5  days  VL  should  be  deducted. 

(d)  VL  balance  up  to  and  including  7  February  was  14.15  days. 

(e)  For  the  period  from  8  to  28  February,  the  officer  had  served  18  days 
resident  service  (3  days  study  leave  taken  from  24  to  26  February 
which  are  not  regarded  as  resident  service  for  the  purpose  of  leave 
earning  are  excluded).  Applying  CSR1 171(1)  (CSR  1161(1)  for 
officers  on  new  terms),  the  VL  earned  for  this  period  was: 

34 

18  x  -  =  1.676  days 

365 

=  1 .68  days  (rounded  to  two  decimal  places) 

(f)  VL  balance  up  to  and  including  28  February  was: 


(d)  -  (c)  +  (e) 


(14.15  -  10.5+ 1.68)  days 
5.33  days 
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June  2006  (ii)  Officers  on  5-day  Week  (CSR  540(e)) 

4.  Examples  6  to  8  below  illustrate  how  the  “12-day  rule’TVL  balance  should  be 

applied/calculated  on  the  basis  of  the  calendar  below  - 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

1  (Oct) 

| 

(GH) 

3 

4 

5 

6 

1 

(GH) 

8 

9 

10 

11 

12 

13 

14 

(Sat-off) 

15 

16 

17 

18 

19 

20 

21 

(Sat-off) 

22 

23 

24 

25 

26 

27 

28 

(Sat-off) 

|9 

30 

(GH) 

31 

Note:  GH  -  Gazetted  general  holiday 
Sat-off-  Saturday-off 


Example  6 

(a)  An  officer  on  Common  Terms  with  VL  earning  rate  of  34  days  per  year,  calculated  up  to 
and  including  3  October,  the  last  duty  day  before  he  started  the  VL,  has  a  credit  VL 
balance  of  20.34  days. 

(b)  He  commenced  his  VL  on  4  October  and  resumed  duty  on  16  October. 

(c)  Applying  CSR  1174(1)  &  (2)  (CSR  1164(1)  &  (2)  for  an  officer  on  New  Terms),  8  days 
(only  working  days  were  counted)  should  be  deducted  from  the  officer’s  vacation  leave 
account. 

(d)  VL  counts  as  resident  service  for  leave-earning  purpose  under  CSR  1103(l)(a)(iv)  (CSR 
1 103(l)(a)(v)  for  officers  on  New  Terms).  Hence  for  the  period  from  4  to  15  October 
inclusive,  12  days  would  be  counted  as  leave  earning.  Applying  CSR  1171(1)  (CSR 
1 161(1)  for  officers  on  New  Terms),  the  VL  earned  was  : 

12  x  34  =  1.117  days 

365 

=  1.12  days  (rounded  to  two  decimal  places) 
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(e)  VL  balance  up  to  and  including  15  October  was: 

(a)  —  (c)  +  (d)  =  13.46  days 


Example  7 

(a)  An  officer  on  Common  Terms  with  VL  earning  rate  of  34  days  per  year,  calculated  up  to 
and  including  3  October,  the  last  duty  day  before  he  started  the  VL,  has  a  credit  VL 
balance  of  20.34  days. 

(b)  He  commenced  his  VL  on  4  October  and  resumed  duty  on  23  October. 

(c)  In  accordance  with  CSR  1174(3)  (CSR  1164(3)  for  an  officer  on  New  Terms),  the 
off-duty  Saturdays  on  14  &  21  October  will  be  counted  as  vacation  leave  (as  the 
Saturday  on  7  October  is  a  G.H.,  it  should  not  be  counted  as  leave).  In  detennining 
how  this  off-duty  Saturday  should  be  counted  for  leave  deduction  purpose,  reference 
should  be  made  to  the  officer’s  nonnal  duty  pattern  prior  to  moving  to  5-day  week.  By 
applying  CSR  1174  (2)&  (3)  (CSR  1164(2)  &  (3)  for  officers  on  New  Terms): 

(i)  if  the  officer  worked  half  a  day  on  every  Saturday  or  alternate  Saturdays  before 
moving  to  5-day  week  (e.g.  officers  whose  conditioned  hours  are  44  gross  per 
week),  14  days  should  be  deducted  from  the  officer’s  vacation  leave  account; 

(ii)  if  the  officer  worked  full  day  on  every  Saturday  prior  to  moving  to  5-day  week  (e.g. 
officers  whose  conditioned  hours  are  45  net  per  week),  15  days  should  be  deducted 
from  the  officer’s  vacation  leave  account. 

(d)  VL  counts  as  resident  service  for  leave-earning  purpose  under  CSR  1103(l)(a)(iv)  (CSR 
1103(l)(a)(v)  for  officers  on  New  Terms).  Hence  for  the  period  from  4  to  22  October 
inclusive,  19  days  would  be  counted  as  leave  earning.  Applying  CSR  1171(1)  (CSR 
1161(1)  for  officers  on  New  Terms),  the  VL  earned  was: 

19  X  34  =  1-769  days 

365 

=  1.77  days  (rounded  to  two  decimal  places) 
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(e)  VL  balance  up  to  and  including  22  October  was  - 

(i)  if  the  officer  used  to  work  half  a  day  on  every  Saturday  or  alternate  Saturdays 
before  moving  to  5 -day  week: 

(a)  □  (c)(i)  □  (d)  □  8.11  days 

(ii)  if  the  officer  used  to  work  full  day  on  every  Saturday  before  moving  to  5-day 
week: 


(a)  □  (c)(ii)  □  (d)  □  7.11  days 


Example  8 

(a)  An  officer  on  Common  Terms  with  VL  earning  rate  of  34  days  per  year,  was  granted  10 
weeks  maternity  leave  covering  the  period  from  26  July  to  3  October  inclusive.  She 
has  a  VL  balance  of  20.34  days  earned  up  to  and  including  25  July,  the  date  immediately 
before  her  maternity  leave  started. 

(b)  She  commenced  taking  vacation  leave  after  the  maternity  leave  w.e.f.  4  October. 

(c)  She  resumed  duty  on  16  October. 

(d)  In  accordance  with  CSR  1174(3)  (CSR  1164(3)  for  officers  on  New  Terms),  the  off-duty 
Saturdays  on  14  October  will  be  counted  as  vacation  leave  (as  the  Saturday  on  7 
October  is  a  G.H.,  it  should  not  be  counted  as  leave).  In  determining  how  this  off-duty 
Saturday  should  be  counted  for  leave  deduction  purpose,  reference  should  be  made  to 
the  officer’s  normal  duty  pattern  prior  to  moving  to  5-day  week.  By  applying  CSR 
1174(2)  &  (3)  (CSR  1164(2)  &  (3)  for  officers  on  New  Terms): 

(i)  if  the  officer  worked  half  a  day  on  every  Saturday  or  alternate  Saturdays  before 
moving  to  5-day  week  (e.g.  officers  whose  conditioned  hours  are  44  gross  per 
week),  8.5  days  should  be  deducted  from  the  officer’s  vacation  leave  account; 

(ii)  if  the  officer  worked  full  day  on  every  Saturday  prior  to  moving  to  5 -day  week  (e.g. 
officers  whose  conditioned  hours  are  45  net  per  week),  9  days  should  be  deducted 
from  the  officer’s  vacation  leave  account. 
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(e)  VL  counts  as  resident  service  for  leave-earning  purpose  under  CSR  1 103(l)(a)(iv)  (CSR 
1103(l)(a)(v)  for  officers  on  New  Tenns).  Hence  for  the  period  from  26  July  to  15 
October  inclusive,  82  days  would  be  leave  earning.  Applying  CSR  1171(1)  (CSR 
1161(1)  for  officers  on  New  Terms),  the  VL  earned  was: 

82  X  ^4  =  7-638  dayS 

365 

=  7.64  days  (rounded  to  two  decimal  places) 

(f)  VL  balance  up  to  and  including  15  October  was  - 

(i)  if  the  officer  worked  half  a  day  on  every  Saturday  or  alternate  Saturdays  before 
moving  to  5-day  week  (e.g.  officers  whose  conditioned  hours  are  44  gross  per 
week): 

(a)  —  (d)(i)  +  (e)  =  19.48  days 

(ii)  if  the  officer  worked  full  day  on  every  Saturday  prior  to  moving  to  5-day  week 
(e.g.  officers  whose  conditioned  hours  are  45  net  per  week): 

(a)  —  (d)(ii)  +  (e)  =  18.98  days 
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B.  Final  Leave  for  Officers  on  Common  Terms 


June  2006 


5.  Final  leave  refers  to  the  period  of  absence  covered  by  any  leave  granted  to  the 

officer  prior  to  his  leaving  the  service.  The  rules  governing  final  VL  are  as  follows  - 


Dec  2009 


(a)  Final  VL  will  be  counted  on  a  calendar-day  basis,  i.e.  one  day  VL  will  be 
deducted  to  cover  absence  on  each  calendar  day  regardless  of  the  number  of 
days  of  leave  taken  and  whether  the  day  falls  on  a  Saturday-off  /  Sunday  / 
gazetted  general  holiday. 

(b)  Final  VL  can  commence  or  end  on  a  Saturday,  Sunday  or  gazetted  general 
holiday  as  the  situation  warrants.  The  final  leave  expires  when  the  VL  balance 
is  exhausted. 

(c)  The  officer  does  not  earn  leave  during  final  VL  and  is  not  entitled  to  any 
Saturday-off  during  his  final  leave. 

(d)  Subject  to  the  maximum  accumulation  limit,  final  VL  balance  should  normally 
be  calculated  up  to  and  including  the  day  immediately  before  commencement  of 
the  final  VL.  Final  VL  balance  should  then  be  rounded  off  to  a  whole  day. 
For  example,  20.45  should  be  rounded  to  20;  and  20.53  to  21. 


June  2006  Examples  9  &  10  which  apply  irrespective  of  the  officer’s  duty  pattern  i.e.  alternate 
Saturday-off  system  or  5 -day  week  etc.,  are  based  on  the  calendar  below- 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

24 

25 

26 

27 

28 

29 

30 

(Sat-off) 

■ 

1  (Feb) 

2 

3 

4 

5 

6 

i 

8 

9 

10 

11 

12 

13 

(Sat-off) 

■ 

15 

US 

(GH) 

(GH) 

18 

(GH) 

19 

20 

ft 

22 

23 

24 

25 

26 

27 

(Sat-off) 

|8 

1  (Mar) 

Note  :  Sat-off  -  Saturday-off 

GH  -  Gazetted  general  holiday 
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June  2006 


June  2006 


Example  9 

(a)  The  officer’s  VL  balance  up  to  and  including  3 1  January  was  17.89  days. 

(b)  If  he  commenced  his  final  leave  from  1  February,  his  final  VL  balance  was 
rounded  to  18  days.  Thus,  his  final  VL  spanned  from  1  February  to 
18  February  inclusive. 

Example  10 


(a)  The  officer’s  VL  balance  up  to  and  including  3 1  January  was  17.89  days. 

(b)  If  he  commenced  his  final  VL  from  15  February,  the  leave  earned  during  the 
period  from  1  February  to  14  February  was  - 


14  X  =  1.304  days 

365 

=  1 .30  days  (rounded  to  two  decimal  places) 

(c)  VL  balance  up  to  and  including  14  February  was  - 

(a)  +  (b)  =  (17.89+1.30)  days 

=  19.19  days 

=  19  days  (rounded  to  a  whole  day) 

(d)  The  19  days  of  final  VL  thus  spanned  from  15  February  to  5  March  inclusive. 

C.  Encashment  of  Vacation  Leave  on  Leaving  the  Service 
(Applicable  only  to  officers  on  new  terms) 

6.  When  an  officer  leaves  the  service,  the  VL  accrued  up  to  and  including  the  end  date  of 
his  appointment  will  be  encashed.  For  this  purpose,  the  “end  date  of  appointment”  refers  to  - 

(a)  for  an  officer  appointed  on  probationary/agreement  terms,  the  specified  end  date  of 
appointment; 

(b)  for  an  officer  appointed  on  permanent  terms,  the  day  immediately  before  reaching 
the  normal  retirement  age  or  the  specified  end  date  of  appointment  where  applicable; 
or 

(c)  for  an  officer  who  resigns  or  whose  appointment  is  terminated,  the  end  date  of  the 
notice  period  where  applicable. 

7.  The  amount  to  be  paid  for  the  untaken  VL  balance  (see  Note  below)  on  leaving  the 
service  is  calculated  as  follows  - 
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Monthly  salary  for  the  month  during  No.  of  days  ofVL  balance 

which  the  appointment  ends  X  12  X  as  at  the  end  date  of 

appointment 

Note  :  VL  balance  to  be  encashed  will  not  attract  any  fringe  benefits 
(including  contract  gratuity  for  agreement  officers). 

June  2006  Examples  11  &  12  which  apply  irrespective  of  the  officer’s  duty  pattern  i.e.  alternate 
Saturday-off  system  or  5 -day  week  etc.,  are  based  on  the  calendar  below- 


Sun 

Mon 

Tue 

Wed 

Thu 

Fri 

Sat 

24 

25 

26 

27 

28 

29 

30 

(Sat-off) 

31 

1  (Feb) 

2 

3 

4 

5 

6 

1 

8 

9 

10 

11 

12 

13 

(Sat-off) 

■ 

15 

16 

(GH) 

l| 

(GH) 

18 

(GH) 

19 

20 

■ 

22 

23 

24 

25 

26 

27 

(Sat-off) 

|8 

1  (Mar) 

Note  :  Sat-off-  Saturday-off 

GH  -  Gazetted  general  holiday 

June  2006  Example  11 

(a)  The  officer  earned  VL  at  18  days  per  year  of  resident  service.  His  monthly  salary 
for  January  and  February  was  $23,170  (MPS  Pt.18)  and  $24,320  (MPSPt.19) 
respectively.  He  left  the  service  on  21  February  immediately  after  the  end  date  of 
his  appointment  on  20  February.  His  VL  balance  up  to  and  including  31  January 
was  17.89  days. 

(b)  He  did  not  take  any  VL  during  the  period  from  1  February  to  20  February.  The  VL 
earned  was  - 

20  X  18  =  0.986  days 

365 

=  0.99  days  (rounded  to  two  decimal  places) 

(d)  His  VL  balance  up  to  and  including  20  February  was  : 

(a)  +  (b)  =  (17.89+0.99)  days 

=  18.88  days 

=  19  days  (rounded  to  a  whole  day) 
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(d)  The  pay  of  VL  to  be  encashed  to  the  officer  on  leaving  the  service  was  - 

($24,320  X  12)  X  19  =  $15,191.67 

365  (to  be  rounded  down  to  the  nearest  ten 

cents  if  payment  is  made  by  cash) 

June  2006  Example  12 

(a)  The  officer  earned  VL  at  18  days  per  year  of  resident  service.  His  monthly  salary  for 
January  and  February  was  $  23,170  (MPS  Pt.  1 8)  and  $24,320  (MPS  Pt.  19)  respectively. 
He  left  the  service  on  21  February  immediately  after  the  end  date  of  his  appointment  on 
20  February.  His  VL  balance  up  to  and  including  3 1  January  was  17.89  days. 

(b)  He  took  2.5  days  VL  during  period  from  15  February  to  20  February.  VL  earned  during 
the  period  from  1  February  to  14  February  was  - 

14  X  18  =  0.690  days 

365 

=  0.69  days  (rounded  to  two  decimal  places) 

(c)  His  VL  balance  up  to  and  including  14  February  was  - 

(a)  +  (b)  =  (17.89+0.69)  days 

=  18.58  days 

(d)  VL  earned  during  the  period  from  15  February  to  20  February  was  - 

6  X  18  =  0.295  days 

365 

=  0.30  days  (rounded  to  two  decimal  places) 

(e)  His  VL  balance  up  to  and  including  20  February  was  - 

(c)-  2.5  +  (d)  =  (18.58 -2.5+0.30)  days 

=  16.38  days 

=  16  days  (rounded  to  whole  day) 

(f)  The  encashed  VL  to  be  paid  to  the  officer  on  leaving  the  service  was  - 

($24,320  X  12)  X  16  =  $12,792.99 

365  (to  be  rounded  down  to  the  nearest  ten 

cents  if  payment  is  made  by  cash) 
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Revised  Leave  and  Leave  Passage  Arrangements 
for  Officers  on  Local  Terms  or  Overseas  Terms  on  D4  and  Above  or  Equivalent 


A.  General 


The  revised  leave  and  leave  passage  arrangements  (the  revised  arrangements)  are 
applicable  to  (i)  officers  on  local  tenns  who  are  promoted  to  D4  or  above  or  equivalent  on  or 
after  1  April  1998 ;  and  (ii)  officers  who  have  transferred  to  the  revised  arrangements  under 
Section  B  below.  The  general  features  of  the  revised  arrangements  (see  CSRs  1 196,  1378  and 
1379)  are  as  follows  - 

(a)  Officers  will  be  granted  vacation  leave  and  leave  passages  for  each  eligibility  period 
(hereafter  termed  as  "cycle"),  normally  counted  on  the  basis  of  a  12-month  period 
(the  tour  applicable  to  officers  on  overseas  permanent  terms  will  no  longer  exist). 

(b)  For  officers  under  category  (i)  above,  the  first  cycle  under  the  revised  arrangements 
commences  on  their  effective  date  of  promotion  to  D4  or  above  or  equivalent.  For 
officers  under  category  (ii)  above,  they  remain  in  their  original  cycles  after  transfer 
(detailed  rules  governing  their  transfer  to  the  revised  arrangements  are  stipulated  in 
Section  B  below). 

(c)  Leave  (including  sinking  balance/casual  leave)  accrued  prior  to  the  commencement  of 
the  first  cycle  under  the  revised  arrangements  will  be  amalgamated  and  put  aside  in 
an  "Accrued  Vacation  Leave  Account" .  At  the  beginning  of  each  12-month  cycle 
under  the  revised  arrangements,  55.5  days  leave  will  be  credited  to  the  officer  in  an 
"Active  Vacation  Leave  Account" .  The  officer  should  first  exhaust  this  leave  before 
taking  leave  from  his  "Accrued  Vacation  Leave  Account". 

(d)  Unspent  leave  at  the  end  of  each  cycle  will  be  credited  automatically  to  the  "Accrued 
Vacation  Leave  Account"  subject  to  a  maximum  accumulation  limit  of  365  days. 
This  limit  also  applies  to  the  total  amount  of  leave  (kept  in  both  the  Accrued  and 
Active  Accounts)  to  be  taken  by  the  officer  on  finally  leaving  the  service  (excluding 
leave  accrued  before  retirement  and  re-employment  kept  in  separate  account(s)).  Any 
leave  in  excess  of  the  limit  will  be  forfeited. 

(e)  CSR  1154  (" 12-day  rule"  and  others)  will  apply  in  the  calculation  and  deduction  of 
vacation  leave  kept  in  both  the  Accrued  and  Active  Vacation  Leave  Accounts. 
Except  for  the  final  leave  (see  (g)  below),  no  rounding  off  of  the  balance(s)  is  allowed. 
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(f)  Leave  in  both  the  Accrued  and  Active  Vacation  Leave  Accounts  may  be  spent  in  or 
outside  Hong  Kong  (without  application  of  forfeiture  rule  under  CSR  1237). 

(g)  The  final  cycle  of  an  officer  on  pennanent  terms  will  be  counted  up  to  and  including 
the  day  immediately  before  he  commences  his  final  leave.  For  an  officer  on 
agreement  terms,  it  will  be  counted  up  to  and  including  the  last  day  of  his  final 
agreement.  In  case  the  final  cycle  is  less  than  12  months,  the  leave  entitlement  will  be 
calculated  on  a  pro-rata  basis  as  follows  - 


No.  of  days#  in  cycle  x  — — 

365 

#  The  following  should  be  excluded  - 

(i)  study  leave; 

(ii)  unpaid  leave;  or 

(iii)  any  leave  days  (i.e.  active  vacation  leave,  accrued  vacation  leave  and/or 
leave  in  frozen  account,  whether  taken  separately  or  in  combination)  taken 
in  excess  of  90  days. 

The  leave  entitlement  should  be  kept  down  to  two  decimal  places  and  rounded  up 
from  0.005  and  above  and  rounded  down  from  below  0.005.  When  the  officer 
commences  his  final  leave,  any  unspent  Active  Vacation  Leave  balance  at  the  end  of 
his  final  cycle  will  be  combined  with  his  Accrued  Vacation  Leave  balance  and  then 
rounded  up  from  0.5  and  above  and  rounded  down  from  below  0.5  to  a  whole  day 
(but  see  (h)  below). 

(h)  For  an  officer  who  is  retired  and  re-employed,  the  leave  balances  in  the  Accrued  and 
Active  Vacation  Leave  Accounts  before  retirement  (to  be  calculated  up  to  and 
including  the  day  immediately  before  the  commencement  date  of  the  cycle  in  which 
he  is  re-employed)  will  be  combined  to  be  kept  in  a  frozen  account.  This  balance 
after  combination  should  then  be  rounded  off  to  a  whole  day  subject  to  the  3 65 -day 
limit.  Leave  taken  from  this  account  (an  officer  should  first  exhaust  leave  earned 
during  his  re-employment)  will  be  subject  to  the  rules  prevailing  at  the  time  the  leave 
was  frozen.  Any  half-day  unit  should  not  be  rounded-off  and  should  be  taken  before 
commencement  of  final  leave. 

(i)  Leave  passages  can  be  taken  with  or  without  taking  leave  within  each  12-month  cycle. 

Enci  i  &  ii  Leave  should  be  recorded  in  the  Leave  Record  Form  (CSB(LP)  Form  2CR)  at  Enclosure  I. 

The  notes  on  the  completion  of  the  Form  are  at  Enclosure  II. 
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B.  Transfer  Arrangements 
Option  Deadline 

2.  The  following  officers  may  opt  to  transfer  to  the  revised  arrangements  in  paragraph  1 
above  - 

(a)  Officers  promoted  to  D4  or  above  or  equivalent  before  1  April  1998 

The  option  deadline  was  the  last  day  of  the  cycle  after  the  one  straddling  1  April  1998. 
For  example,  an  officer  whose  cycle  runs  from  1  January  to  31  December  should 
have  exercised  the  option  on  or  before  31  December  1999. 

(b)  Officers  on  overseas  terms  promoted  to  D4  or  above  or  equivalent  on  or  after  1 
April  1998 

The  option  deadline  is  the  last  day  of  the  cycle  after  the  one  in  which  the  officer  is 
promoted.  For  example,  an  officer  whose  cycle  runs  from  1  January  to  31  December 
and  who  is  promoted  to  D4  on  15  September  1998  may  exercise  the  option  on  or 
before  31  December  1999. 

3.  No  extension  of  the  option  deadline  will  be  allowed.  Those  who  do  not  exercise  their 
option  by  the  deadline  will  remain  on  their  existing  leave  and  leave  passage  arrangements. 

Exercise  of  Option 

Enci.ni  4.  Eligible  officers  who  wish  to  transfer  to  the  revised  arrangements  should  complete  the 

option  form  at  Enclosure  III  and  return  it  to  his  departmental  secretary  before  the  specified 
deadline.  The  option  once  exercised  is  irrevocable. 

5.  For  eligible  officers  in  paragraph  2(b)  above,  departmental  secretaries  should  - 

End.  iv  (a)  issue  a  letter  to  inform  them  of  their  option  deadline  (sample  letter  at  Enclosure  IV) 
upon  their  promotion  to  D4  or  above  or  equivalent;  and 

Enci.  v  (b)  inform  them  of  their  leave  balances  (sample  letter  at  Enclosure  V)  after  the  officers 
have  opted  to  transfer  to  the  revised  arrangements. 
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Transfer  Date 

6.  Officers  in  paragraph  2  above  may  choose  to  transfer  to  the  revised  arrangements  on 
any  date  between  the  date  of  their  submitting  the  option  form  and  their  respective  option 
deadline.  However,  the  date  of  transfer  must  not  fall  within  any  leave  period. 

Leave  arrangements  for  the  cycle  in  which  the  officer  transfers  to  the  revised 
arrangements  (hereafter  termed  as  "transfer  cycle") 

7.  For  the  "transfer  cycle",  no  vacation  leave  under  CSR  1186  or  1220  will  be  granted. 
An  officer  will  be  deemed  to  have  chosen  annual  leave  even  if  he  has  originally  selected  to 
take  vacation  leave  for  the  concerned  cycle.  The  commencement  and  end  dates  of  the  cycle 
will  remain  unchanged  after  transfer.  The  officer's  leave  should  be  converted  as  follows  - 

(a)  Leave  accrued  before  commencement  of  the  "transfer  cycle" 

All  types  of  accrued  leave  (including  the  sinking  balance  and  casual  leave  but 
excluding  leave  at  sub-paragraph  (c)  below)  will  be  combined  and  be  converted  to 
vacation  leave  on  a  one-to-one  basis  and  be  kept  in  a  new  "Accrued  Vacation  Leave 
Account". 

(b)  Leave  for  the  "transfer  cycle" 

Under  the  revised  arrangements,  the  officer  will  be  granted  55.5  days  vacation  leave 
at  the  beginning  of  each  cycle  to  be  kept  in  a  new  "Active  Vacation  Leave  Account". 
For  the  "transfer  cycle",  the  amount  of  leave  that  has  been  taken  and  deducted 
between  the  commencement  date  of  cycle  and  before  date  of  transfer  will  be 
subtracted  from  this  provision  of  55.5  days.  If  leave  in  excess  of  55.5  days  has  been 
taken,  the  balance  should  be  debited  from  the  "Accrued  Vacation  Leave  Account"  in 
sub-paragraph  (a)  above.  Any  credit  balance  should  be  credited  to  the  "Active 
Vacation  Leave  Account".  (See  paragraph  1  (g)  above  if  the  "transfer  cycle"  is  the 
officer's  final  cycle.) 

(c)  Leave  frozen  upon  retirement  and  re-employment 

For  an  officer  who  is  re-employed  after  retirement,  the  leave  frozen  upon  retirement 
will  continue  to  be  kept  in  separate  account(s)  to  be  taken  when  the  officer  finally 
leaves  the  service. 

End.  vi  &  vii  The  form  at  Enclosure  VI  or  VII  as  appropriate  should  be  used  to  convert  the  officer's  leave. 


Amendment  No.  31(13)72001 


Annex  8.13  (Cont’d) 
(P.  5) 


Grace  period  for  imposing  the  365-day  leave  accumulation  limit 

8.  Under  the  revised  arrangements,  any  unspent  vacation  leave  in  the  "Active  Vacation 
Leave  Account"  will  automatically  be  credited  to  the  "Accrued  Vacation  Leave  Account"  at  the 
end  of  each  cycle  and  be  carried  forward  to  the  next  cycle  subject  to  an  accumulation  limit  of 
365  days.  Any  leave  in  excess  of  this  limit  will  be  forfeited.  Nevertheless,  a  grace  period  will 
be  provided  for  the  following  officers,  upon  their  transfer  to  the  revised  arrangements,  to  work 
down  their  balance  to  the  ceiling  of  365  - 

(a)  Officers  promoted  to  D4  or  above  or  equivalent  before  1  April  1998 

For  an  officer  in  this  category  who  has  an  aggregate  leave  balance  of  more  than  365 
days  immediately  before  the  commencement  of  his  leave  cycle  straddling  1  April 
1998,  he  may  carry  forward  more  than  365  days  leave  in  the  "Accrued  Vacation 
Leave  Account"  up  till  the  end  of  the  third  cycle  following  the  cycle  straddling  1 
April  1998,  irrespective  of  the  date  of  transfer  to  the  revised  arrangements.  Any  leave 
accumulated  in  excess  of  365  days  will  be  forfeited  after  the  grace  period  (e.g.  for  an 
officer  whose  cycle  runs  from  1  January  to  3 1  December,  the  due  date  for  imposing 
the  365  days  limit  will  be  3 1  December  2001). 

(b)  Officers  on  overseas  terms  promoted  to  D4  or  above  or  equivalent  on  or  after 
1  April  1998 

For  an  officer  in  this  category  who  has  an  accrued  leave  balance  in  excess  of  365  days 
immediately  before  the  commencement  of  the  leave  cycle  in  which  he  is  promoted,  he 
may  carry  forward  more  than  365  days  leave  in  the  "Accrued  Vacation  Leave 
Account"  up  till  the  end  of  the  third  cycle  following  the  one  in  which  he  is  promoted, 
irrespective  of  the  date  of  transfer  to  the  revised  arrangements.  Any  leave 
accumulated  in  excess  of  365  days  will  be  forfeited  after  the  grace  period  (e.g.  for  an 
officer  whose  cycle  runs  from  1  January  to  31  December  and  who  is  promoted  to  D4 
on  15  May  2000,  the  due  date  for  imposing  the  365  days  limit  will  be  31  December 
2003). 

9.  Officers  who  retire  and  are  re-employed  during  the  grace  period  may  carry  forward 
(as  a  frozen  balance)  a  maximum  of  365  days  leave  to  the  re-employment  agreement. 

10.  Irrespective  of  whether  an  officer  has  a  grace  period  to  work  down  the  leave,  he  may 
take  no  more  than  365  days  leave  (including  leave  in  both  the  Active  and  Accrued  Vacation 
Leave  Accounts,  but  excluding  leave  frozen  on  retirement  and  re-employment  where 
applicable)  on  finally  leaving  the  service. 


Amendment  No.  31(14)72001 


Annex  8.13  (Cont’d) 

(P.  6) 


Other  leave  passage  arrangements  during  the  transfer  cycle 

11.  Based  on  the  arrangements  under  CSR  1321,  an  officer  on  overseas  permanent  terms 
who  transfers  to  the  revised  arrangements  before  completing  his  current  tour  will  earn  passage 
balance  up  to  the  date  immediately  before  the  commencement  of  his  "transfer  cycle".  In  case 
the  officer  resigns,  such  passage  balance  may  be  used  to  offset  the  refund  of  any  passage  cost 
and  associated  expenses  granted  to  him  and/or  his  family  members  in  excess  of  his  entitlement. 

12.  An  officer  who  has  taken  two  split  annual  leave  passages  before  transfer  is  eligible  to 
take  further  leave  passages  under  the  revised  arrangements  during  the  remaining  period  of  the 
"transfer  cycle".  However,  reimbursement  will  be  made  only  up  to  the  balance  available  in  the 
account. 


Amendment  No.  31(15)/2001 


Enclosure  I  to 
Annex  8.13 


LEA  VE  RECORD  FORM 

(For  officers  on  D4  or  above  or  equivalent  on  the  Revised  Leave  Arrangements  under  CSR  1196) 


Part  I 

Name  : 

Rank/Post  : 

Terms  of  Appointment  :  *overseas/local/PE/agreement 
*Agreement  period  : 

Part  II# 

I  certify  that  the  opening  balances  below  are  correct. 

Signature  : 

Date  of  birth  : 

Department  : 

Name  in  full  : 

HKIC  No.  : 

Rank/Post  : 

Date  : 

Part  III  (Leave  calculation/records  for  the  12-month  period  from _ to _ .) 


Type  of  leave 

Leave  taken 

Credit/Debit  vacation 
leave  balance  (days) 

Frozen  leave  ® 
balance  (days) 

Remarks 

Initial  of  leave 
clerk  and  date 

From 

To 

Days 

Active 

Accrued 

*S/CL 

Vacation 

Balance  brought  forward  from  last  cycle  period  (i.e.  as  at  ) 

55.5 

Opening  balance 

Notes  :  *  Delete  where  inapplicable. 

#  To  be  completed  by  an  officer  not  below  the  rank  of  Executive  Officer  II  or  equivalent. 

@  Leave  frozen  upon  retirement/re-employment  should  normally  be  taken  when  the  officer  finally  leaves  the  service.  (S  =  sinking  balance;  CL  =  casual  leave) 

Start  with  a  new  sheet  for  each  12-month  cycle. 

At  the  end  of  the  cycle,  any  untaken  vacation  leave  balance  in  the  active  vacation  leave  account  will  be  credited  to  the  accrued  vacation  leave  account,  subject  to  the  365-day  limit.  No 
more  than  365  days  in  total  should  be  granted  from  these  two  accounts  when  the  officer  leaves  the  service. 

CSB(LP)Form  2CR  (May  2001) 


Amendment  No.  31(16)72001 


Type  of  leave 


Leave  taken 


Credit/Debit  vacation 
leave  balance  (days) 


Frozen  leave 
balance  (days) 


Remarks 


Initial  of  leave 
clerk  and  date 


From 


Active 


Accrued 


Vacation 


Balance  to  be  carried  forward  to  next  cycle 


Amendment  No.  31(17)/2001 


Enclosure  II  to  Annex  8.13 


Notes  on  the  completion  of 

leave  records  for  officers  on  D4  and  above  or  equivalent  on  the 
Revised  Leave  Arrangements  under  CSR  1196 


General 

1 .  The  Leave  Record  Fonn,  CSB(LP)  Form  2CR,  at  Enclosure  I  should  be  used. 

2.  Start  with  a  new  sheet  for  each  12-month  eligibility  period. 

3.  The  Leave  Record  Forms  of  the  same  officer  should  be  numbered  consecutively  in 
chronological  order  (by  filling  out  the  page  number  at  the  top  right-hand  corner). 

4.  No  erasures  may  be  made  in  the  Leave  Record  Form.  Corrections  should  be  made  by 
striking  out  the  incorrect  figures  and  inserting  the  correct  figures  above.  Such  alterations 
require  the  initials  of  a  responsible  officer  (of  Executive  Officer  II  or  equivalent). 

5.  For  record  purposes,  a  copy  of  the  completed  CSB(LP)  Form  2CR  should  be  sent  by  the 
Head  of  the  Department  to  the  Secretary  for  the  Civil  Service  within  six  weeks  of  the 
expiry  of  the  officer's  12-month  eligibility  period. 

At  the  beginning  of  the  12-month  period 

6.  Part  (I)  should  be  completed  by  a  leave  clerk. 

7.  Part  (II)  should  be  completed  by  a  responsible  officer  (of  Executive  Officer  II  or 
equivalent)  other  than  the  leave  clerk  as  a  means  to  prevent  unauthorised  replacement  of 
the  form. 

8.  The  opening  balances  of  the  officer's  various  leave  accounts  as  at  the  first  day  of  the  12- 
month  period  should  be  entered  onto  the  first  line  of  Part  (III)  by  the  leave  clerk. 


Amendment  No.  31(18)/2001 


Enclosure  II  to  Annex  8.13  (Cont’d) 

(P.  2) 


During  the  12-month  period 

9.  Enter  the  dates  on  which  leave  commences  and  ends,  both  days  inclusive  and  the  actual 
number  of  days  of  leave  to  be  deducted  from  the  officer's  appropriate  leave  balance. 

10.  Vacation  leave  taken  will  first  be  debited  against  the  "Active"  account.  Balance  in  the 
"Accrued"  account  may  be  utilized  after  leave  kept  in  "Active"  account  is  exhausted. 

1 1 .  "Remarks"  column  is  used  for  - 

(a)  record  of  any  types  of  leave  other  than  vacation  leave  taken  (e.g.  study  leave,  sick 
leave,  maternity  leave)  with  dates  entered  at  "Leave  taken"  column; 

(b)  any  remarks  of  significance,  e.g.  application  of  the  "old"  rules  when  taking  leave 
from  "frozen  leave  balance"  (i.e.  rules  prevailing  at  the  time  the  leave  was  frozen 
should  apply);  and 

(c)  any  other  remarks  as  necessary. 

12.  The  leave  clerk  should  initial  (with  date)  each  time  an  entry  is  made  in  the  Leave  Record 
Form. 


At  the  expiry  of  the  12-month  period 

13.  The  remaining  leave  balance  under  the  "Active"  column  should  be  credited  to  the 
"Accrued"  leave  column  automatically  subject  to  a  maximum  of  365  days.  This  will  fonn 
the  opening  balance  of  the  officer’s  next  12-month  period. 


Amendment  No.  31(19)/2001 


Enclosure  III  to  Annex  8.13 


Transfer  to  the  Revised  Leave  and  Leave  passage  Arrangements 
(for  officers  on  D4  and  above  or  equivalent  on  local  or  overseas  terms) 

Option  Form 


To  :  Departmental  Secretary 


In  Accordance  with  Section  B  of  Annex  8.13  to  Civil  Service  Regulation,  I  hereby 
opt  to  transfer  to  the  revised  leave  and  leave  passage  arrangements  with  effect  from 
_ (see  notes  below). 


Signature 
Name 
Rank/Post 
HKIC  No. 
Date 


Notes 

(1)  An  officer  may  choose  any  date  between  the  date  of  submitting  this  form  and  his  respective  option 
deadline  as  specified  in  para.  2  of  Annex  8.13  to  CSRs  to  transfer  to  the  revised  leave  and  leave 
passage  arrangements.  However,  the  date  of  transfer  must  not  fall  within  any  leave  period. 

(2)  For  the  cycle  in  which  the  officer  transfers  to  the  new  leave  and  leave  passage  arrangements,  no 
vacation  leave  will  be  granted  under  CSR  1186  or  1220.  The  officer  will  be  deemed  to  have  taken 
annual  leave  even  if  he  has  originally  selected  to  take  vacation  leave  for  the  concerned  cycle. 


c.c.  Secretary  for  the  Civil  Service 

(Attn:  PAS(CS)2  for  departmental  grade  officers 

PAS(CS)AS  for  officers  in  the  Administrative  Officer  Grade) 

Director  of  Accounting  Services  (Attn  :  SAO(PEA)) 


Amendment  No.  3 1  (20)/200 1 


Enclosure  IV  to  Annex  8.13 


Sample  letter 


Dear 


Transfer  to  Revised  Leave  and  Leave  Passage  Arrangements 

Under  Section  B  of  Annex  8.13  to  CSR,  you  are  eligible  to  opt  for  transfer  to  the 
revised  leave  and  leave  passage  arrangements  (see  CSRs  1196,  1378,  1379  and  Annex  8.13  as 
appropriate).  The  following  information  may  facilitate  you  to  decide  whether  or  not  to  transfer 
to  the  new  arrangements  - 

(a)  Your  current  cycle  runs  from _ to _ . 

(b)  Your  option  deadline  is _ .  The  option  once  exercised  is  irrevocable. 

(c)  The  effective  date  of  transfer  can  be  any  date  between  the  date  you  submit  the  option 
form  and  the  option  deadline  at  (b)  above  provided  that  it  does  not  fall  within  a  leave 
period. 

(d)  The  commencement  and  end  dates  of  your  cycle  /*and  agreement  will  remain 
unchanged  upon  transfer  to  the  revised  arrangements. 

(e)  As  at  the  day  before  the  commencement  of  the  cycle  straddling  (see  para.  7  of 

Annex  8.13)  you  have  an  aggregate  balance  of _ days  leave  in  your 

various  leave  accounts.  If  you  opt  to  transfer  to  the  revised  arrangements,  you  may 
only  carry  forward  a  maximum  of  365  days  leave  in  the  "Accrued  Vacation  Leave 
Account"  at  the  end  of  each  cycle.  Any  excess  accrued  vacation  leave  will  be 
forfeited.  *However,  in  accordance  with  para.  8  of  Annex  8.13  to  CSR,  this 
restriction  will  not  apply  until  (last  day  of  grace  period) 

*(f)  Any  leave  frozen  on  retirement  and  re-employment  will  remain  in  a  separate  account. 
This  leave  should  normally  be  taken  on  finally  leaving  the  service. 

(g)  In  any  circumstances  and  irrespective  of  any  grace  period  for  working  down  your 
leave,  you  may  take  no  more  than  365  days  leave  (excluding  the  leave  in  (f)  above) 
upon  finally  leaving  the  service. 

I  attach  an  option  form  (. Enclosure  III  to  Annex  8.13 )  for  your  reference.  If  you  wish 
to  transfer  to  the  revised  leave  and  leave  passage  arrangements,  please  return  the  form  to  me  on 
or  before  the  deadline  specified  in  para.  1(b)  above.  The  option  once  made  is  irrevocable.  If 
you  do  not  exercise  the  option  by  the  deadline,  you  will  remain  in  your  existing  leave  and  leave 
passage  arrangements. 


Yours  sincerely, 


( 


) 

Departmental  Secretary 


*  Delete  if  inapplicable 


Amendment  No.  31(21)/2001 


Enclosure  V  to  Annex  8.13 


Sample  reply  to  officers  who  have  opted  to 
transfer  to  the  Revised  Leave  and  Leave  Passage  Arrangements 


Dear 


Transfer  to  the  Revised  Leave  and  Leave  Passage  Arrangements 


With  reference  to  your  option  to  transfer  to  the  Revised  Leave  and  Leave  Passage 

Arrangements  under  Section  B  of  Annex  8.13  to  CSR  with  effect  from _ , 

please  note  the  following  - 

(a)  Your  current  leave  and  leave  passage  cycle  which  runs  from  _ to 

_ remains  unchanged.  *Your  transfer  will  not  affect  the  end  date  of 

your  current  agreement. 

(b)  On  the  assumption  that  no  further  leave  is  taken  before  the  effective  date  of  transfer, 

your  leave  balances  calculated  up  to  and  including  _  after 

conversion  in  accordance  with  para.  5  of  Annex  8. 13  to  CSR  are  : 


(i)  accrued  vacation  leave  : _ days 

(ii)  active  vacation  leave  : _ days 

(iii)  *  leave  frozen  upon  retirement  and  re-employment : 

_ days  *  casual  leave  /  *  sinking  balance 

_ days  vacation  leave 


You  may  only  carry  forward  a  maximum  of  365  days  leave  in  the  Accrued  Vacation 
Leave  Account  at  the  end  of  each  cycle.  *However,  in  accordance  with  para.  8  of  Annex  8.13 
to  CSR,  this  restriction  will  not  apply  until  (last  day  of  grace  period)  Nevertheless,  if 

you  leave  the  service  before  this  day,  you  may  take  no  more  than  365  days  final  leave. 


Yours  sincerely, 


( 


) 

Departmental  Secretary 


*  delete  where  inapplicable 

c.c.  Secretary  for  the  Civil  Service 

(Attn  :  PAS(CS)2  for  departmental  grade  officers 

PAS(CS)AS  for  officers  in  the  Administrative  Officer  Grade) 

Director  of  Accounting  Services  (Attn:  SAO(PEA)) 


Amendment  No.  3 1  (22)/200 1 


Enclosure  VI  to  Annex  8.13 


Leave  Conversion  for  Officers  Appointed  on  Local  Terms 
(Position  as  at  ) 

(This  form  should  be  copied  and  attached  to  the  officer's  Leave  Record  Form  (CSB(LP)  Form  2C)) 


Name  of  officer:  _  Rank/Post :  _ 

Current  12-month  cycle:  _  Terms  of  appointment :  *  PE  /  Agreement 

Effective  date  of  transfer  to  revised  leave  &  passage  arrangements  :  _ 


Item 

Description 

Days 

1 

Leave  accrued  up  to  and  including  the  day  before  commencement  of  TC 

a 

Local  flexible  annual  leave  # 

b 

Active  vacation  leave  balance 

c 

Vacation  leave  accumulated  in  public  interest 

d 

Vacation  leave  frozen  upon  promotion  to  D4 

e 

Sinking  balance 

f 

Leave  in  overseas  leave  account  (for  officers  on  locally  modelled  agreement) 

g 

Sub-total 

2 

Provision  of  55.5  days  in  new  "Active  Vacation  Leave"  account 

55.5 

3 

Leave  taken  in  TC  before  effective  date  of  transfer 

a 

Overseas  annual  leave 

b 

Local  flexible  annual  leave 

c 

Active  vacation  leave 

d 

Total  leave  from  accounts  in  1(a),  (b),  (c),  (d),  (e)  and  (f)  above 

e 

Sub-total 

4 

Balance  kept  in  the  following  accounts  after  transfer  to  revised  leave  arrangements 

a 

Active  Account  ( i.e .  2-3(e);  any  negative  bal.  to  be  deducted  from  1(g)  &  insert  "0"  in 
this  box) 

b 

Accrued  Account  (i.e.  1(g))  after  taking  account  of  any  negative  balance  in  4(a)) 

5 

Separate  account  for  leave  frozen  upon  retirement/  re-employment 

a 

Sinking  balance 

b 

Vacation  leave 

Prepared  by : 


Name  :  _  Signature  : 

Date  :  _  Rank/Post  : 

File  ref  : 


TC  cycle  in  which  the  officer  transfers  to  the  revised  arrangements 

*  delete  if  inapplicable 

#  leave  arrangements  should  be  made  with  reference  to  CSR  1 183(2)(c)  or  (d)  where  applicable 


Amendment  No.  31(23)72001 


Enclosure  VII  to  Annex  8.13 


Leave  Conversion  for  Officers  Appointed  on  Overseas  Terms 
(Position  as  at  ) 

(This  form  should  be  copied  and  attached  to  the  officer's  Leave  Record  Form  (GF 184) 

Name  of  officer:  _  Rank/Post :  _ 

Current  12-month  cycle:  _  Terms  of  appointment :  *  PE  /  Agreement 

Commencement  date  of  current  tour/agreement :  _ 

Effective  date  of  transfer  to  revised  leave  &  passage  arrangements  :  _ 


Item 

Description 

Days 

1 

Leave  accrued  up  to  and  including  the  day  before  commencement  of  TC 

a 

Casual  Leave  balance# 

b 

Vacation  Leave  carried  forward  from  last  tour/agreement 

c 

Vacation  leave  credited  due  to  curtailment  of  Annual  Leave  since  commencement  of 
current  tour/agreement  up  till  commencement  of  TC 

d 

Vacation  leave  earned  since  commencement  of  current  tour  /  agreement  up  till 
commencement  of  TC 

e 

Vacation  Leave  taken  in  current  tour/agreement  before  TC 

f 

Sub-total 

2 

Provision  of  55.5  days  in  new  "Active  Vacation  Leave"  account 

55.5 

3 

Leave  taken  in  TC  before  effective  date  of  transfer 

a 

Annual  leave 

b 

Vacation  leave 

c 

Casual  leave 

d 

Total  leave  from  accounts  in  1(a),  (b),  (c),  (d)  above 

e 

Sub-total 

4 

Balance  kept  in  the  following  accounts  after  transfer  to  the  revised  leave  arrangements 

a 

Active  Account  (i.e.  2-3(e);  any  negative  bal.  to  be  deducted  from  1(f)  &  insert  "0" 
in  this  box) 

b 

Accrued  Account  (i.e.  1(f)  after  taking  into  account  any  negative  balance  in  4(a)) 

5 

Set 

varate  account  for  leave  frozen  upon  retirement/  re-employment 

a 

Casual  leave 

b 

Vacation  leave 

Prepared  by  : 

Name  :  _  Signature  : 

Date  :  _  Rank/Post  : 

File  ref.  : 


TC  cycle  in  which  the  officer  transfers  to  the  revised  arrangements 

*  delete  if  inapplicable 

#  Casual  leave  for  the  month  in  which  the  officer  transfers  to  the  revised  arrangements  should  be  calculated  on 
a  pro  rata  basis.  Leave  should  be  arranged  with  reference  to  CSR  1212(3)  where  applicable. 


Amendment  No.  31(24)/2001 


Annexes  to  Chapter  IX 


Annex  9.1 

(Deleted) 

Annex  9.2 

Split  passage  arrangements 

Annex  9.3 

(Deleted) 

Annex  9.4 

Passage  arrangements  for  directorate  officers  on  local  terms  or  on 
terms  upon  promotion  to  D4  or  above  or  equivalent 

common 

Annex  9.5 

Rates  of  Leave  Passage  Allowance  (LPA)  and  non-standard  sea 
allowance 

passage 

Annex  9.6 

Maximum  Allowance  Rates  for  Eligible  Officers  taking  Standard  Sea  Passage 

Annex  9.7 

Rates  of  travelling  expenses  in  country  of  origin 

Annex  9.8 

Leave  Passage  Allowance  (LPA)  accounts 

Annex  9.9 

Use  of  Accountable  Leave  Passage  Allowance  (LPA)  to  cover  Travel-related 
Expenses 

Annex  9.10 

Booking  and  payment  arrangements  for  leave  passages  (including  homeward 
passages  on  retirement  or  completion  of  final  agreement) 

Annex  9.11 

Refund  of  passages 

Annex  9.12 

(Deleted) 

Annex  9.13 

School  Passage  Allowance  (SPA)  Accounts 

Annex  9.14 

Rates  of  School  Passage  Allowance  (SPA) 

Annex  9.15 

Application  Procedures  and  Payment  Arrangements  for  School 
Allowance  (SPA) 

Passage 

Amendment  No.  47/2006 


Annex  9.2 


Split  Passage  Arrangements 


A. 


May  2001 


May  2001 


Split  passage  arrangements  for  officers  other  than  those  described  in 
Section  B 

Officers  on  overseas  permanent  terms  who  choose  to  earn 
vacation  leave  (CSR  1200)  will  not  be  allowed  to  split  the  homeward 
passage  to  be  granted  at  the  end  of  their  tour.  Other  officers  eligible  for 
annual/biennial  leave  passages  and  end-of-agreement  passages  may  split 
the  leave  passage,  subject  to  the  following  arrangements  - 

(a)  for  an  officer  on  overseas  terms  on  2/4  years  vacation  leave/flexible 
vacation  leave  agreement,  he  and/or  his  family  members  may  each 
take  no  more  than  one  split  passage  within  the  agreement.  Subject 
to  availability  of  LPA,  the  other  portion  of  the  split  passage  should 
be  taken  upon  completion  of  the  agreement.  For  an  officer  eligible 
for  annual  passage  (i.e.  officers  on  overseas  annual  leave  terms, 
officers  on  local  terms  or  common  terms  on  D4  and  above),  he 
and/or  his  family  members  may  each  take  no  more  than  two  split 
passages  within  an  eligibility  period.  For  an  officer  eligible  for 
biennial  passage  (i.e.  officers  on  local  terms  or  common  terms  on 
D1  to  D3),  he  and/or  his  family  members  may  each  take  no  more 
than  four  split  passages  within  an  eligibility  period  with  at  most  two 
trips  within  each  12-month  duration; 

(b)  the  following  officers  should  take  the  split  passages  together  with 
the  related  types  of  leave  granted  for  the  relevant  eligibility  period 
as  follows  - 

(i)  officers  on  local  terms  on  D4  and  above  or  equivalent  should 
take  annual  leave  passages  together  with  overseas  annual 
leave; 

(ii)  officers  on  overseas  tenns  should  take  annual  leave  passages 
together  with  annual  leave,  or  end-of-agreement  passages 
together  with  vacation  leave  or  overseas  addition  as 
appropriate; 

Nevertheless,  as  a  concessionary  arrangement,  officers  in  (i)  and  (ii) 
above  may  take  one  split  passage  within  the  eligibility  period 
without  taking  the  related  type  of  leave; 

(c)  the  LPA  rate  for  a  passage  account  holder  will  be  fixed  at  the  date 
he  commences  his  first  split  passage  in  the  eligibility  period.  The 
LPA  once  fixed  will  not  be  adjusted  notwithstanding  any 
subsequent  adjustment  of  the  rate.  However,  in  case  the  officer  is 
promoted  during  an  eligibility  period,  the  level  of  LPA  will  be 
adjusted  in  accordance  with  CSR  1375(8),  1377(6),  1378(3)  or 
1379(8)  where  applicable; 


Amendment  No.  32/2001 


Annex  9.2  (Cont’d) 
(P.  2) 


A. 

(Cont’d) 


2. 


(d)  any  balance  left  after  the  first  split  passage  may  be  used  towards  a 
second  split  passage  within  the  same  eligibility  period.  Any 
excessive  cost  which  cannot  be  covered  by  LPA  will  have  to  be  met 
by  the  officer  (an  officer  who  splits  his  end-of-agreement  passage 
should  be  aware  that  the  remaining  balance  of  the  LPA  may  not  be 
sufficient  to  procure  a  full  homeward  passage  at  the  end  of  his 
agreement); 

(e)  when  a  family  member  ceases  to  be  eligible  for  passages  (see  CSR 
1300(b)  and  (c)),  any  unspent  LPA  in  the  member’s  account  will 
lapse  immediately; 

(f)  if  an  officer  or  his  family  member  has  an  insufficient  balance  in  the 
account  to  meet  the  passage  cost,  he  may  use  the  balance  from 
another  account  within  the  family  to  cover  the  difference,  subject  to 
(d)  above  and  the  nonnal  rules  governing  the  aggregation  of  LPA  in 
CSR  1385; 

(g)  passages  can  be  arranged  in  accordance  with  the  procedures  set  out 
in  CSR  1382(2);  and 

(h)  passages  involving  transit  through  the  departure  city  for  more  than 
seven  nights  will  be  regarded  as  two  passages. 

Officers  on  overseas  terms  are  also  subject  to  the  following  conditions  - 

(a)  an  officer  who  has  used  LPA  for  the  current  eligibility  period  (or  the 
previous  eligibility  period  in  the  case  of  a  deferred  passage)  will  not 
be  granted  any  air  ticket  under  CSR  1320(4),  1375(3)  or  1379(3)  for 
that  eligibility  period; 

(b)  an  officer  who  is  eligible  for  and  who  takes  the  final  homeward 
passage  by  sea  under  CSR  1354(1)  or  1356  may  not  split  the 
allowance  during  his  final  eligibility  period;  and 

(c)  charges  under  CSR  1384,  travelling  expenses  under  CSR  1420,  and 
unaccompanied  air  baggage  allowance  under  CSR  1460,  if 
applicable,  may  be  met  by  the  Government  only  in  respect  of  one 
split  passage.  Hotel  accommodation  provided  under  CSR  841(4) 
will  be  granted  to  an  eligible  officer  not  more  than  once  in  each 
eligibility  period. 


B.  Split  passage  arrangements  for  officers  on  D4  and  above  or  equivalent  who  -(a) 

take  leave  passages  under  CSR  1378  or  1379;  or  (b)  are  on  common  terms 

3.  Officers  on  D4  and  above  or  equivalent  who  are  (a)  granted  vacation  leave 
under  CSR  1196  or  (b)  on  common  terms  may  split  the  allowance  in  their  LPA 
accounts  subject  to  the  following  arrangements  - 


[BNDCH9A002W7]/[a-CSRA-9-02] 


Amendment  No.  10(b)/99 


Annex  9.2  (Cont’d) 
(P.  3) 


B  3. 

(Cont’d) 

May  2001 


(a)  the  officer  and/or  his  family  members  may  each  take  any  number  of 
split  passages  within  an  eligibility  period; 

(b)  the  LPA  rate  for  a  passage  account  holder  will  be  fixed  at  the  date 
he  commences  his  first  split  passage  in  the  eligibility  period.  The 
LPA  once  fixed  will  not  be  adjusted  notwithstanding  any 
subsequent  adjustment  of  the  rate.  However,  in  case  the  officer  is 
promoted  during  an  eligibility  period,  the  level  of  LPA  will  be 
adjusted  in  accordance  with  CSR  1317(5),  1375(8),  1377(6), 
1378(13)  or  1379(8)  where  applicable; 


(c)  any  balance  left  after  each  split  passage  may  be  used  towards 
subsequent  split  passages  within  the  same  eligibility  period.  Any 
excessive  cost  which  cannot  be  covered  by  LPA  will  have  to  be  met 
by  the  officer; 


(d)  when  a  family  member  ceases  to  be  eligible  for  passages  (see  CSR 
1300(b)  and  (c)),  any  unspent  LPA  in  the  member’s  account  will 
lapse  immediately; 


(e)  if  an  officer  or  his  family  member  has  an  insufficient  balance  in  the 
account  to  meet  the  passage  cost,  he  may  use  the  balance  from 
another  account  within  the  family  to  cover  the  difference,  subject  to 
(d)  above  and  the  nonnal  rules  governing  the  aggregation  of  LPA  in 
CSR  1385;  and 


(f)  passages  can  be  arranged  in  accordance  with  the  procedures  set  out 
in  CSR  1382(2). 


4.  Officers  on  overseas  terms  are  also  subject  to  the  following  conditions  - 


May  2001 


(a)  an  officer  who  has  used  LPA  for  the  current  eligibility  period  (or  the 
previous  eligibility  period  in  the  case  of  a  deferred  passage)  will  not 
be  granted  any  air  ticket  under  CSR  1320(4),  1375(3)  or  1379(3)  for 
that  eligibility  period; 

(b)  an  officer  who  is  eligible  for  and  who  takes  the  final  homeward 
passage  by  sea  under  CSR  1354(1)  or  1356  may  not  split  the 
allowance  during  his  final  eligibility  period;  and 

(c)  charges  under  CSR  1384,  travelling  expenses  under  CSR  1420,  and 
unaccompanied  air  baggage  allowance  under  CSR  1460,  if 
applicable,  may  be  met  by  the  Government  only  in  respect  of  one 
split  passage.  Hotel  accommodation  provided  under  CSR  841(4) 
will  be  granted  to  an  eligible  officer  not  more  than  once  in  each 
eligibility  period. 


Amendment  No.  33/2001 


Annex  9.4 


Passage  arrangements  for  Directorate  Officers 
on  Local  Terms  or  on  Common  Terms 
upon  promotion  to  D4  or  above  or  equivalent 


A.  Officers  promoted  on  or  after  1  July  1992 

Calculation  of  Leave  Passage  Allowance  (LPA) 

Officers  on  local  terms  or  common  terms  on  D1  -  D3  or  equivalent  are 
eligible  for  leave  passages  once  every  24-month  eligibility  period.  On  promotion  to 
D4  or  above  or  equivalent,  they  become  eligible  for  leave  passages  once  every  12- 
month  eligibility  period.  On  the  date  of  promotion,  the  officer  and  his  family 
members  will  commence  a  new  12-month  passage  eligibility  period.  The 
Department  will  calculate  the  officer's  pro  rata  LPA  for  the  24-month  eligibility 
period  prior  to  promotion,  i.e.  that  proportion  of  the  LPA  which  the  completed 
service  bears  to  the  full  24-month  period.  Unpaid  leave  or  study  leave  does  not 
count  as  service  for  this  purpose,  and  the  24-month  eligibility  period  is  taken  to  be 
730  days  in  all  cases. 


Adjustment  of  passage  account 

2.  If  the  officer’s  LPA  account  has  been  credited  with  a  full  LPA  in  respect 
of  the  uncompleted  24-month  period  (i.e.  when  he  has  taken  the  leave  passage) 
before  he  is  promoted,  the  difference  between  the  pro  rata  LPA  and  the  full  LPA 
will  be  deducted.  If  the  officer’s  LPA  account  has  not  been  credited  any  LPA,  the 
pro  rata  LPA  for  the  uncompleted  24-month  period  prior  to  promotion  will  be 
credited  to  his  LPA  account.  The  LPA  accounts  of  family  members  will  be  similarly 
adjusted. 

3.  Any  negative  balance  resulting  from  the  adjustment  will  be  deducted 
from  the  account  holder's  LPA  in  the  first  12-month  eligibility  period.  If  for  any 
reason  the  debit  balance  cannot  be  recovered,  as  in  the  case  of  resignation  or 
cessation  of  eligibility  for  LPA,  the  officer  will  be  required  to  repay  the  Government 
or  the  Government  will  recover  the  amount  from  any  money  due  to  him  or  his  estate. 

4.  Any  positive  balance  will  be  carried  forward  to  the  first  12-month 
eligibility  period  and  will  not  be  subject  to  the  nonnal  maximum  limit  of  LPA  which 
can  be  carried  forward.  However,  at  the  end  of  the  first  12-month  eligibility  period, 
any  unused  allowance  in  excess  of  the  prevailing  maximum  limit  (i.e.  200%  LPA 
entitlement  for  the  first  12-month  eligibility  period)  will  lapse. 


[IPROCH9A003W7]/[a-CSRA-9-04] 


Amendment  No.  1 1  (a)/99 


Annex  9.4  (Cont’d) 
(P.  2) 


B.  Officers  promoted  before  1  July  1992 

5.  Where  an  officer's  effective  date  of  promotion  is  before  1  July  1992  (i.e. 
before  the  introduction  of  the  passage  accounts),  alternative  arrangements  apply,  viz. 
a  passage  balance  will  be  calculated  for  him  which  takes  into  account  - 

(a)  the  value  of  any  biennial  passages  taken  by  him  and  his  family  during 
the  24-month  period  in  which  promotion  takes  place;  and 

(b)  the  length  of  service  (excluding  periods  of  study  leave  and  unpaid  leave) 
rendered  by  him  during  the  24-month  period  prior  to  promotion. 

The  value  of  the  passages  taken  (item  (a)  above),  will  be  converted  into  the  length  of 
service  required  to  'earn'  it.  This  will  then  be  compared  with  the  actual  length  of 
service  rendered  during  the  24-month  eligibility  period  prior  to  promotion  (item  (b) 
above).  If  the  officer  has  a  surplus  period  of  service  in  relation  to  the  passages  taken, 
he  will  be  granted  a  credit  passage  balance,  calculated  on  a  two-to-one  basis,  which 
will  be  converted  and  added  to  the  officer’s  final  annual  LPA  subject  to  it  not 
exceeding  the  full  return  LPA.  Any  remaining  passage  balance  will  be  forfeited.  If 
the  officer  has  a  deficit  period  of  service  in  relation  to  the  passages  taken,  he  will 
have  a  debit  passage  balance,  calculated  on  a  two-to-one  basis,  and  the  passage 
allowance  for  his  and  his  family's  first  annual  leave  passage  will  be  reduced  on  the 
basis  of  the  debit  passage  balance. 

6.  For  the  purpose  of  calculating  an  officer's  passage  balance,  an  officer  or 
his  family  member  who  has  taken  two  split  passages  during  the  24-month  period  will 
be  deemed  to  have  used  up  the  full  passage  allowance,  regardless  of  any  balance  left. 


[IPROCH9A003W7]/[a-CSRA-9-04] 


Amendment  No.  ll(b)/99 


Annex  9.5 


Rates  of  Leave  Passage  Allowance  (LPA)  and 
Non-standard  Sea  Passage  Allowance 
(with  effect  from  1  April  2019) 


A. 


Apr  2019 


For  directorate  officers  on  common  terms  or  on  local  terms  covered  by 
CSRs  1316(4),  1376(4)  and  1378(5) 


LPA  Level 

Journey 

Adult  Rate  (HK$) 

3 

Return 

75,210 

2 

Return 

39,620 

Apr  2002 


Note  :  Rates  for  children  are  as  follows 


Aged  12  and  over 


Full  adult  rate  at  the  same  LPA  Level 
for  which  the  officer  is  eligible, 
except  that  children  of  an  officer 
eligible  for  LPA  Level  3  receive  full 
adult  rate  at  Level  2. 


Aged  2  and  over  but 
under  12 


50%  of  adult  rate  at  the  same  LPA 
Level  for  which  the  officer  is  eligible. 


Aged  under  2 


10%  of  adult  rate  at  the  same  LPA 
Level  for  which  the  officer  is  eligible. 


Amendment  No.  14(a)/2019 


Annex  9.5  (P.2) 


B. 


Apr  2019 


Apr  2002 


For  officers  on  overseas  terms  whose  country  of  origin  (see  CSR  1300(e))  is 
the  United  Kingdom 

(1)  Officers  covered  by  CSR  1405  except  under  (2)  below 


LPA  Level 

Journey 

Adult  Rate  (HK$) 

3 

Single 

43,970 

Return 

75,210 

2 

Single 

23,360 

Return 

39,620 

1 

Single 

13,720 

Return 

24,800 

Note  :  Rates  for  children  are  as  follows  - 

Aged  12  and  over  Full  adult  rate  at  the  same  LPA  Level  for 
which  the  officer  is  eligible,  except  that 
children  of  an  officer  eligible  for  LPA 
Level  3  receive  full  adult  rate  at  Level  2. 


Aged  2  and  over 
but  under  12 


50%  of  adult  rate  at  the  same  LPA  Level 
for  which  the  officer  is  eligible,  except 
that  children  of  an  officer  eligible  for 
LPA  Level  1  receive  67%  of  adult  rate  at 
the  same  LPA  Level. 


Aged  under  2  10%  of  adult  rate  at  the  same  LPA  Level 

for  which  the  officer  is  eligible. 


Amendment  No.  14(b)/2019 


Annex  9.5  (P.3) 


B.  (2)  Officers  covered  by  CSR  1390  who  are  taking  vacation  leave  or 
(Cont’d)  pre-retirement  leave;  and  officers  covered  by  CSR  1405  who  are 
taking  up  a  non-standard  passage  by  sea  upon  completion  of 
service  or  retirement  under  CSR  1354  or  1356 


Apr  2019 


Apr  2002 


LPA  Level 

Journey 

Adult  Rate  (HK$) 

13 

Single 

26,450 

12 

Single 

25,700 

Note  : 


(a)  Rates  for  children  are  as  follows  - 


Aged  12  and  over 


Full  adult  rate  at  the  same  LPA  Level 
for  which  the  officer  is  eligible. 


Aged  2  and  over  but 
under  12 


50%  of  adult  rate  at  the  same  LPA 
Level  for  which  the  officer  is  eligible. 


Aged  under  2 


10%  of  adult  rate  at  the  same  LPA 
Level  for  which  the  officer  is  eligible. 


(b)  The  allowances  given  in  this  sub-paragraph  are  calculated  to 
maintain  the  relationship  between  P&O  Line  fares  and  the 
Government  rebated  direct  air  fare  between  Hong  Kong  and  the 
United  Kingdom  in  1969,  when  there  were  regular  P&O  sailings  on 
the  “standard”  route  between  Hong  Kong  and  the  United  Kingdom. 


C.  For  officers  whose  country  of  origin  (see  CSR  1300(e))  is  not  the  United 
Kingdom 

To  be  determined  by  Director  of  Accounting  Services  on  application  by  the 
individual  officer. 


Amendment  No.  14(c)/2019 


Annex  9.5  (P.4) 


D. 


Apr  2019 


For  officers  who  are  on  new  terms  and  who  are  on  Directorate  Pay  Scale  or 
equivalent 


Directorate  Pay  Scale 
or  equivalent 

LPA  Level 

LPA  Rate  (HK$) 

D7  or  above 

23 

75,210 

D4  to  D6 

22 

39,620 

D1  to  D3 

21 

19,810 

Apr  2002 


Note:  (a)  LPA  rate  refers  to  the  amount  of  LPA  to  be  granted  to  an  officer 
on  the  basis  of  each  eligibility  period.  The  length  of  each 
eligibility  period  varies  depending  on  the  officer’s  terms  of 
appointment  and  leave  terms. 

(b)  The  amount  of  the  Hong  Kong  Security  Service  Charge  is  added 
to  each  LPA  account  in  each  passage  eligibility  period,  except  for 
officers  on  new  terms  who  receive  a  non-accountable  LPA  and 
children  under  the  age  of  2  who  travel  at  “infant”  fare. 


Amendment  No.  14(d)/2019 


Annex  9.6 


Sep  2006 


Maximum  Allowance  Rates  for  Eligible  Officers  taking  Standard  Sea  Passage 

(from  2007  sailing  onwards) 


Category  of  officers 

Grade  of  accommodation 

(See  CSR  1390) 

Maximum  amount 

of  allowance 

(a)  Officers  on  Point  44  of 
the  Master  Pay  Scale  or 

above 

First  Class  (higher)  sea 

GBP  5,170 

(b)  Officers  below  Point  44 
of  the  Master  Pay  Scale 

First  Class  (lower)  sea 

GBP  4,460 

Notes: 

(i)  The  ceiling  rates  will  apply  to  all  eligible  officers  taking  standard  sea  passage, 
irrespective  of  their  country  of  origin,  from  the  2007  sailing  onwards.  For  the 
2007  and  subsequent  sailings,  the  Treasury  will  ascertain  the  fare  for  each 
relevant  grade  of  accommodation.  If  the  actual  fares  are  lower  than  the 
stipulated  ceilings  set  out  above,  the  approved  allowance  rates  will  be  based  on 
the  former. 

(ii)  Grades  of  accommodation  vary  between  vessels.  Officers  should  enquire  from 
the  Treasury  regarding  the  precise  grade  of  accommodation  for  which  they  are 
eligible  on  a  particular  vessel. 

(iii)  Officers  who  upgrade  their  grade  of  accommodation  should  bear  the  excess  cost 
to  be  calculated  by  the  Director  of  Accounting  Services. 


Amendment  No.  41/2006 


Annex  9.7 


Rates  of  Travelling  Expenses  in  Country  of  Origin 
(See  CSR  1420) 


Jan  2001 


With  effect  from  7  January  2001 


Adults  (including  children  aged 

16  and  over) 

Children  (aged  5  or  over  but  under 

16) 


Rate 

HK$2.19  per  km 
HK$1.10  per  km 


Sep  2006  Note:  The  rates  are  also  applicable  to  travelling  expenses  claimable  in 
connection  with  a  school  passage,  which  are  subsumed  under  the 
officer’s  SPA  entitlement  for  his  eligible  child  as  provided  under 
CSR  1337(5)  without  separate  provision. 


Amendment  No.  42/2006 


Annex  9.8 


Leave  Passage  Allowance  (LPA)  Accounts 

May  2001  (Not  applicable  to  officers  on  new  terms) 

Under  the  LPA  accounts  arrangements,  any  unspent  LPA  at  the  end  of  a 
passage  eligibility  period  (hereafter  described  as  ’cycle')  will  be  carried  forward  to 
the  next  cycle,  subject  to  the  rules  set  out  in  the  following  paragraphs. 

Main  features 

2.  The  main  features  of  LPA  accounts  are  - 

(a)  individual  accounts  are  kept  for  the  officer  and  eligible  family  members; 

(b)  an  account  holder's  LPA  entitlement  will  be  credited  to  his  account  at  the 
rate  prevailing  on  the  commencement  date  of  travel  in  that  cycle.  For 
officers  taking  split  passages,  the  commencement  date  of  travel  means 
that  of  the  first  split  passage.  If  the  account  holder  does  not  travel,  the 
allowance  will  be  credited  at  the  rate  prevailing  on  the  last  day  of  the 
passage  cycle,  except  in  the  case  of  aggregation  of  allowance  under 
paragraph  4  below; 

(c)  any  balance  in  the  account  at  the  end  of  the  cycle  may  be  carried  forward 
to  the  next  cycle,  subject  to  the  maximum  limit  in  (d)  below; 

(d)  the  maximum  amount  of  allowance  that  may  be  carried  forward  in  any 
passage  cycle  is  200%  of  the  LPA  entitlement  for  that  cycle  as 
determined  in  (b)  above; 

(e)  an  account  holder  may  not  use  the  LPA  carried  forward  if  he  is  not  using 
his  LPA  entitlement  in  respect  of  the  current  cycle.  The  maximum 
amount  of  allowance  that  can  be  used  for  the  current  cycle  is  the  balance 
carried  forward  from  the  previous  cycle  together  with  the  current  cycle's 
entitlement; 

(f)  LPA  may  not  be  advanced  from  the  next  cycle,  but  aggregation  of 
allowance  within  a  family  is  pennitted,  subject  to  the  conditions  in 
paragraph  4  below;  and 

(g)  any  balance  in  the  account(s)  when  the  officer  leaves  the  service  (i.e.  on 
expiry  of  final  leave,  if  applicable)  or  when  the  account  holder  becomes 
ineligible  for  leave  passages  will  lapse.  There  is  no  provision  for 
encashment. 


Amendment  No.  34/2001 


Annex  9.8  (Cont’d) 
(P.  2) 


Maximum  amount  of  LPA  to  be  carried  forward 

3.  The  maximum  amount  of  LPA  which  an  officer  may  carry  forward  is 

200%  of  his  LPA  entitlement  in  that  cycle.  Since  the  entitlement  (P)  may  change 
from  cycle  to  cycle,  the  maximum  amount  which  may  be  carried  forward  may  also 
change.  Below  is  an  example  illustrating  how  LPA  accounts  work  - 


Cycle  1 
P*  =  $15,000 


Cycle  2 
P2  =  $17,000 


Cycle  3 
P3  =  $19,000 


Cycle  4  Cycle  5 

P4=  $21,000 


Cycle 


Situation 


Passage  balance 


1  Officer  X  does  not  travel 

in  this  cycle. 

2  Officer  X's  usable  balance 

in  this  cycle  is  $15,000  + 

2 

P  .  He  travels  and  uses 
$3,000. 

3  Officer  X's  usable  balance 

in  this  cycle  is  $29,000  + 

3 

P  .  He  travels  and  uses 

$8,000. 


4  Officer  X's  usable  balance 
in  this  cycle  is  $38,000  + 

4 

P  .  He  does  not  travel. 


He  carries  forward  the  whole  LPA 
of  $15,000  to  Cycle  2. 

$15,000  +  $17,000  -  $3,000 
=  $29,000 

He  carries  forward  the  balance  of 
$29,000  to  Cycle  3 

$29,000  +  $19,000  -  $8,000 
=  $40,000 

The  maximum  amount  of  passage 
allowance  he  may  carry  forward 
to  Cycle  4  is  $38,000.  He 
therefore  forfeits  $2,000. 

$38,000  +  $21,000  =  $59,000 
The  maximum  amount  of  passage 
allowance  he  may  carry  forward 
to  the  Cycle  5  is  $42,000.  He 
therefore  forfeits  $17,000. 


(Note  :  The  passage  entitlement  includes  the  Hong  Kong  Security  Service 

Charge,  which  is  added  to  the  LPA  of  the  officer  and  eligible  family 
members  (except  children  under  the  age  of  2  who  travel  at  "infant"  fare) 
for  each  cycle.) 

Aggregation  of  LPA  within  a  family 

4.  If  an  officer  or  his  family  member  has  an  insufficient  balance  in  the 

account  to  meet  the  passage  cost,  he  may  use  savings  from  another  account  within 
the  family  to  cover  the  difference,  subject  to  the  rules  governing  the  aggregation  of 
LPA  in  CSR  1385.  In  this  regard,  the  LPA  for  the  provider  will  be  fixed  at  the  rate 
prevailing  on  the  first  recipient's  commencement  date  of  travel  if  the  provider  has  not 
yet  travelled  before  that  date. 


[HPROCH9A006W7]/[a-CSRA-9-08] 


Amendment  No.  13(b)/99 


Annex  9.8  (Cont’d) 
(P.  3) 


Closing  of  LPA  accounts 

5.  The  LPA  account  is  a  running  account  and  will  be  closed  when  the 
account  holder  becomes  ineligible  for  passage  or  when  the  officer  leaves  the  service. 

May  2001  When  an  LPA  account  is  closed,  any  unused  LPA  in  the  account  will  lapse. 

Nevertheless,  for  passage  which  commences  before  the  account  holder  becomes 
ineligible  or  before  the  officer  leaves  the  service,  and  which  has  not  been  completed 
before  the  account  is  closed,  the  account  holder  or  the  officer  as  appropriate  will  be 
allowed  a  maximum  period  of  6  months  to  complete  the  journey  (subject  to  the 
relevant  rules  on  the  taking  of  passages)  and  submit  the  relevant  claims  to  DAS  for 
reimbursement.  There  is  no  provision  for  encashment. 

6.  Upon  joining  the  School  Passage  Scheme,  a  child  will  be  given  a  pro-rata 
LPA  calculated  up  to  the  end  of  the  month  immediately  before  he  joins  the  Scheme. 
Thereafter,  he  will  earn  School  Passage  Allowance  (SPA).  If  the  child  has  claimed 
more  than  the  pro-rata  LPA,  the  excess  will  be  recovered  first  from  the  child's  LPA 
account,  and  any  further  outstanding  balance  will  be  met  by  the  officer,  and/or  from 
any  balance  available  in  the  LPA  accounts  of  other  family  members.  On  the  other 
hand,  any  unused  LPA  will  be  credited  to  the  child's  SPA  account.  On  withdrawal 
from  the  School  Passage  Scheme,  the  same  arrangement  for  pro-rata  calculation  of 
LPA  will  apply  if  the  child  is  still  eligible  for  leave  passages.  Any  SPA  used  in 
excess  of  the  child's  entitlement  will  be  recovered  from  the  officer  and/or  met  from 
the  child's  pro  rata  LPA  for  the  current  eligibility  period. 


LPA  for  a  child  aged  below  two 

7.  For  a  child  below  the  age  of  two  who  is  permitted  to  receive  50%  or  67% 

of  the  adult  LPA  under  CSR  1382(7),  any  unused  LPA  to  be  carried  forward  would 
be  converted  to  a  fraction  of  the  original  LPA  at  10%  of  the  adult  rate  on  a 
proportionate  basis. 


LPA  rate  in  the  case  of  deferment  of  passage 

8.  Where  an  officer  has  not  taken  any  passage  within  a  cycle  and  approval 

has  been  given  for  the  passage  to  be  deferred,  the  LPA  for  that  cycle  will  be  fixed  at 
the  rate  prevailing  on  the  commencement  date  of  the  deferred  passage.  In  other  cases, 
the  LPA  rate  will  be  frozen  as  at  the  last  date  of  the  cycle,  or  a  date  as  advised  by  the 
approving  authority. 


LPA  accounts  of  officers  re-employed  after  retirement 

9.  An  officer  who  is  re-employed  after  retirement  without  a  break  in  service 

will  normally  carry  forward  the  balance  in  his  LPA  account  from  his  pensionable 
service  to  his  re-employment  service  provided  that  he  remains  eligible  for  leave 
passage  on  re-employment.  The  same  will  apply  to  eligible  family  members. 


Amendment  No.  35(1)/2001 


Annex  9.8  (Cont’d) 
(P.  4) 

May  2001  Adjustment  of  LPA  on  resignation,  dismissal,  compulsory  retirement  and 
termination  of  service  (see  also  Annex  9.11) 


10.  An  officer's  passage  entitlement  on  resignation/dismissal/compulsory 

retirement/termination  of  service  is  governed  by  CSRs  1340-1353.  For  an  officer 
May  2001  who  has  taken  his  passage  and  has  been  credited  with  his  full  LPA  before  he 
completes  the  cycle,  the  following  arrangements  in  regard  to  his  LPA  account  will 
apply  - 

(a)  if  he  is  required  to  refund  the  full  LPA  in  respect  of  the  cycle,  the  full 
amount  claimed  in  that  cycle  will  be  debited  from  his  account; 

(b)  if  he  is  required  to  refund  the  allowance  on  a  pro  rata  basis,  his 
completed  service  in  that  cycle  will  be  deemed  to  earn  a  portion  of  the 
full  allowance,  and  the  unearned  portion  will  be  debited  from  his  account; 

(c)  if  he  is  not  required  to  refund  the  allowance,  no  adjustment  will  be  made 
to  his  account;  or 


(d)  where  the  passage  taken  is  provided  in  the  form  of  an  air  ticket  in  lieu  of 
LPA,  the  refund  arrangement  will  be  based  on  the  actual  cost  of  the 
passage  (see  4(b)  of  Annex  9.10). 

May  2001  11.  For  cases  of  dismissal,  compulsory  retirement  for  reasons  of  misconduct, 

or  tennination  of  service  for  reasons  of  misconduct,  the  following  rules  will  also 
apply  - 

(a)  any  credit  balance  remaining  in  the  account  after  adjustment  under 
paragraph  10  above  will  be  forfeited  and  any  debit  balance  will  be 
recovered  from  the  officer;  and 


(b)  an  officer  who  has  not  taken  his  passage  in  the  uncompleted  cycle  will 
not  be  entitled  to  a  passage  for  the  uncompleted  cycle  and  will  forfeit  any 
balance  in  his  LPA  account  including  that  carried  forward  from  the 
previous  cycle. 


Amendment  No.  35(2)/2001 


Annex  9.9 


June  2001 


June  2001 

June  200 1 


Use  of  Accountable  Leave  Passage  Allowance  (LPA)  to 
cover  Travel-Related  Expenses 


LPA  for  eligible  officers  who  are  offered  appointment  before 
1  June  2000  is  fully  accountable.  These  officers  may  use  their  LPA  to  pay  for 
air  fares;  Hong  Kong  Security  Service  Charge  (see  CSR  1382(9));  airport 
departure  tax;  and  other  travel-related  expenses  incurred  outside  Hong  Kong, 
including  for  instance  - 

(a)  accommodation; 

(b)  package  tours,  which  may  cover  passage  and  accommodation; 

(c)  car-hire  and  related  expenses  (e.g.  fuel,  baby  seats,  roof-racks); 

(d)  coach,  rail  or  ferry  fares; 

(e)  meals  and  refreshments; 

(f)  entertainment  perfonnance  (e.g.  concert,  opera,  movie,  circus); 
and 

(g)  facilities  provided  by  the  rented  accommodation  (e.g. 
telephone,  laundry,  fitness  and  recreational  facilities). 

2.  LPA  may  not  be  claimed  for  the  purchase  of  durable  goods  and 
souvenirs  (e.g.  jewellery,  clothing,  mobile  phone,  camera). 

3.  In  case  of  doubt  on  whether  an  item  may  be  claimed,  clarification 
should  be  sought  from  the  Treasury  before  submitting  application.  The 
Treasury  may,  if  necessary,  seek  advice  from  the  Secretary  for  the  Civil  Service. 


Amendment  No.  55/2001 


Annex  9.10 


A. 

Apr  2009 

B. 


Booking  and  Payment  Arrangements  for  Leave  Passages 
(including  Homeward  Passages  on  Retirement  or 
Completion  of  Final  Agreement) 


Statement  of  Leave  Passage  Allowance  (LPA)  Account 

Before  applying  for  payment  of  LPA,  an  officer  may  request  the 
Treasury  to  issue  a  statement  of  account  showing  the  amount  of  allowance  available. 

Procurement  of  air  tickets  under  CSRs  1320(4),  1375(3)  and  1379(3) 

2.  An  officer  who  requests  an  air  ticket  under  CSR  1320(4),  1375(3)  or 
1379(3)  should  allow  at  least  four  weeks  before  the  commencement  of  travel  for  the 
Department  to  process  his  request.  The  passage  will  be  arranged  as  far  as  practicable 
(e.g.  in  terms  of  the  departure  date  or  the  airline).  However,  the  Government  has  no 
liability  to  provide  such  a  passage  if  seats  are  unavailable. 

3.  Upon  receiving  an  officer's  request  for  an  air  ticket  under  CSR  1320(4), 
1375(3)  or  1379(3),  the  Department  should  procure  a  passage  in  an  appropriate  class 
in  the  most  economical  fare  level  according  to  CSR  1405(3)  by  a  most  direct  route 
between  Hong  Kong  and  his  country  of  origin.  Such  a  passage  should  be  procured  in 
accordance  with  the  procurement  arrangement  for  Government  passages. 

4.  The  provision  of  an  air  ticket  under  3  above  in  lieu  of  LPA  is  subject  to 
the  following  conditions  - 

(a)  the  officer  will  not  be  eligible  to  receive  any  LPA  for  that  eligibility 
period,  even  if  he  subsequently  becomes  eligible  for  LPA  at  a  higher 
level  as  a  result  of  his  promotion  in  the  same  eligibility  period; 

(b)  where  the  officer  is  required  to  refund  to  the  Government  the  passage 
cost  for  whatever  reasons,  the  amount  to  be  refunded  will  be  calculated 
according  to  the  actual  cost  of  the  air  ticket  procured; 

(c)  once  the  ticket  is  issued,  the  officer  is  not  allowed  to  alter  the  itinerary; 

(d)  once  the  Government  enters  into  financial  commitment  in  procuring  the 
ticket,  the  officer  is  not  eligible  to  receive  LPA  in  respect  of  the 
eligibility  period; 


Amendment  No.  25/2009 


Annex  9.10  (Cont’d) 

(P.  2) 


4.  (e)  the  officer  is  responsible  for  any  costs  arising  from  the  cancellation  or 

(Cont’d)  variations  of  the  air  passage.  Any  refund  from  the  travel  agent  should  be 

returned  to  the  Government; 


(f)  an  officer  will  be  provided  with  a  one-way  ticket  only  if  he  is  in  his  final 
eligibility  period.  In  case  the  officer  is  subsequently  offered  a  further 
agreement  on  the  same  terms,  he  will  only  be  eligible  for  half  of  a  return 
LPA  for  the  outward  passage  of  his  next  agreement;  and 

May  2001  (g)  (Deleted) 

C.  Payment  Procedures 

5.  Officers  using  LPA  may  book  leave  passages,  accommodation,  package 
tours  and  car-hire  with  any  airline,  travel  agent,  hotel  or  car-hire  company. 

6.  Payment  for  air  tickets  and/or  travel-related  expenses  will  be  made  by  one  of 
the  following  methods  - 


(a)  Where  the  booking  has  been  made  through  a  travel  agent/airline  which 
accepts  direct  payment  by  the  Treasury  (a  list  of  such  travel  agents  is 
published  by  the  Director  of  Accounting  Services)  - 

(i)  the  officer  may  pay  from  his  own  pocket  in  the  first  instance  and  claim 
reimbursement  on  production  of  itemised  invoices  and  receipts;  or 

(ii)  he  may  request  the  Director  of  Accounting  Services  to  pay  the  airline 
or  the  travel  agent  direct;  or 

(iii)  a  combination  of  (i)  and  (ii),  e.g.  the  Director  of  Accounting  Services 
pays  the  airline  or  the  travel  agent  for  the  air  tickets  but  travel-related 
expenses  are  met  by  reimbursement  to  the  officer. 

(b)  Where  the  booking  has  been  made  through  a  travel  agent/airline  which  does 
not  accept  direct  payment  by  the  Treasury  and  for  direct  bookings  with 
hotels  or  car-hire  companies  -  the  officer  must  pay  from  his  own  pocket  first 
and  then  seeks  reimbursement  on  production  of  itemised  invoices  and 
receipts. 


Amendment  No.  37/2001 


Annex  9.10  (Cont’d) 
(P.  3) 

7.  Requests  for  reimbursement  or  direct  payment  to  travel  agents  should  be 

made  on  the  LPA  application  form  [CSB(LP)FormlO]. 

Payment  by  reimbursement 

(a)  Application  procedures 

Apr  2009  8.  Original  itemised  receipts/invoices  must  be  attached  to  the  application 

form  for  claims  in  respect  of  passage,  accommodation  and  package  tours. 
Receipts/invoices  for  other  items  need  not  be  submitted  with  the  application,  but 
should  be  retained  for  six  months  from  the  date  of  application  for  inspection  by  the 
Treasury  when  requested.  Reimbursement  claims  may  be  submitted  as  soon  as 
payment  has  been  made  by  the  officer  but  no  later  than  one  month  from  the  date  of 
completion  of  journey  ( see  Note  below).  However,  claims  in  respect  of  the  final 
passage  prior  to  leaving  the  service  must  be  submitted  to  the  Director  of  Accounting 
Services  within  12  months  after  the  commencement  date  of  the  passage.  Claims  in 
respect  of  each  passage  or  split  passage  should  be  submitted  in  a  batch.  An  officer 
who  fails  to  produce  the  original  itemised  invoices  and  receipts  within  the  specified 
time  limit  may  not  receive  reimbursement.  Reimbursement  will  be  made  to  the 
officer's  bank  account  into  which  his  salary  is  paid  and  the  officer  will  be  advised  of 
the  amount  by  the  Director  of  Accounting  Services.  For  the  avoidance  of  doubt, 
passage(s)  that  may  be  charged  to  the  LPA  entitlement  within  a  cycle  should 
commence  within  that  cycle. 

( Note  -  for  family  members  travelling  together  but  returning  on  different  dates,  the 
date  of  the  last  family  member's  return  may  be  taken  as  the  date  of 
completion  of  journeys.) 

(b)  Exchange  rates 

9.  Officers  must  convert  all  expenses  into  Hong  Kong  dollars  when 
submitting  applications  for  reimbursement.  The  exchange  rate  to  be  used  is  the  mid¬ 
market  rate  as  at  the  first  working  day  of  the  month  in  which  the  passage  begins.  For 
officers  seeking  reimbursement  before  travel,  the  mid-market  rate  as  at  the  first 
working  day  of  the  month  in  which  the  claim  is  submitted  should  be  used.  The  mid¬ 
market  rate  is  the  average  of  the  selling  and  buying  telegraphic  transfer  rates  as 
published  by  the  Hong  Kong  Association  of  Banks,  rounded  off  to  2  decimal  places. 

Direct  payment  by  the  Treasury 

10.  Officers  must  check  that  the  travel  agent/airline  is  one  of  those  which 
accepts  direct  payment  by  the  Treasury.  The  original  itemised  invoice  issued  by  the 
travel  agent  must  be  attached  and  certified  correct  by  the  officer.  To  ensure  that 
tickets  are  issued  on  time  and  payments  made  promptly ,  officers  should  allow  at 
least  one  month  for  the  Treasury  to  process  payment.  Officers  should  check  with 
the  travel  agent  or  airline  as  to  when  they  can  collect  the  air  tickets.  Requests  for 
direct  payment  to  overseas  travel  agents  will  not  be  accepted. 


Amendment  No.  26(a)/2009 
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D. 

Apr  2009 

Apr  2009 


E. 


F. 

Apr  2009 


11.  For  certain  budget  fares,  the  travel  agent  or  airline  may  require  advance 
payment  before  a  certain  date.  It  is  in  the  interest  of  the  officer  to  ensure  that 
adequate  time  is  given  for  the  Director  of  Accounting  Services  to  process  payment. 
The  Director  of  Accounting  Services  will  not  accept  responsibility  for  late  payment 
if  he  is  given  less  than  one  month  to  process  the  application  or  if  there  are 
unforeseen  problems.  If  there  are  strict  conditions  attached  to  the  budget  fare,  the 
officer  should  consider  the  alternative  of  reimbursement. 

Apportionment  of  group  expenses 

12.  Where  expenses  are  incurred  for  more  than  one  person,  e.g.  hotel  charges 
for  a  double/triple  room  or  car-hire  expenses  for  the  whole  family,  the  officer  may 
apportion  the  expenses  at  any  proportion  to  the  LPA  accounts  of  those  family 
members  travelling  together. 

Submission  of  Claims  and  Supporting  Documents 

13.  Claims  for  boarding  and  landing  charges  under  CSR  1384,  travelling 
expenses  under  CSR  1420  and  baggage  allowance  under  CSR  1460  must  be 
submitted  to  the  Director  of  Accounting  Services  within  one  month  of  the 
completion  of  journey. 

14.  For  the  avoidance  of  doubt,  it  is  the  officer’s  responsibility  to  provide 
documentary  evidence  to  substantiate  his  and  his  family  members’  eligibility  for 
LPA  under  the  terms  specified  in  the  CSRs  on  the  request  of  the  Director  of 
Accounting  Services.  The  officer  should  also  report  immediately  to  the  Director  of 
Accounting  Services  on  any  subsequent  changes  to  the  travel  (e.g.  cancellation  of 
travel)  which  may  affect  his/his  family  members’  eligibility  for  LPA.  The 
application  will  not  be  processed  and  any  LPA  paid  relating  to  the  expenses  claimed 
will  be  recovered  if  the  officer  fails  to  provide  such  evidence  to  the  satisfaction  of 
the  Director  of  Accounting  Services.  The  officer  may  be  subject  to  legal/disciplinary 
action  if  the  claim  involves  fraudulence. 

Department's  Responsibility 

15.  All  claims  for  passages  and  travel-related  expenses  are  to  be  routed 
through  the  Head  of  Department  who  should  complete  Part  II  of  the  form  and  certify 
the  officer's  and  family  members'  eligibility  for  passages  and/or  travel-related 
expenses. 

Miscellaneous 

16.  LPA  is  fully  accountable ,  i.e.  it  only  covers  actual  expenses  for  travel 
outside  Hong  Kong  that  has  actually  been  undertaken  within  the  period  during  which 
the  officer  and  his  family  members  are  eligible  for  the  allowance.  Where  discount  is 
given  on,  say,  air  fares  or  room  rates,  only  the  actual  expenditure  may  be  claimed. 
Any  refund  arising  from  changes  to  bookings  should  be  remitted  to  the  officer's  LPA 
account.  An  officer  is  required  to  inform  the  Director  of  Accounting  Services 
through  the  Head  of  Department  of  any  changes  in  the  items  and/or  amount  of  LPA 
claimed  such  that  adjustment  to  the  allowance  paid/payable  could  be  made.  Receipts 
and  invoices  should  be  submitted  or  retained  in  accordance  with  the  guidelines  given 
in  paragraph  8  above. 
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June  2001 


17.  Officers  are  advised  to  keep  duplicate  copies  of  all  invoices  and  receipts 
forwarded  to  the  Treasury. 

18.  It  is  important  that  an  officer  should  choose  a  reliable  travel  agent. 
Government  does  not  accept  liability  for  any  loss  suffered  by  an  officer  if,  for  any 
reason,  his  travel  agent  is  unable  to  fulfil  its  obligations. 


Amendment  No.  26(c)/2009 


Annex  9.11 


May  2001  Refund  of  Passages 

For  the  purposes  of  this  Annex  - 

(a)  "outward  passages"  refers  to  the  portion  of  the  passage  to  Hong  Kong  granted  for 
the  commencement  of  the  tour  /  agreement  /re-employment  /  12-month  cycle  (for 
an  officer  in  paragraph  6  below)  which  the  officer  subsequently  fails  to  take  up,  or 
in  which  he  subsequently  leaves  the  service; 

(b)  "passage  cost"  or  "cost  of  passage"  refers  to  the  amount  of  LPA  paid  under  CSR 
1382(l)(c)  if  passage  is  granted  in  the  form  of  LPA;  or  the  air  fares  if  passage  is 
granted  in  the  form  of  air  tickets. 

2.  On  first  appointment,  an  officer  who  fails  to  take  up  the  employment  or  who  fails 
to  complete  half  of  the  employment  period  will  be  required  to  refund  to  the  Government  the 
full  cost  of  the  first  appointment  passages  and  any  associated  expenses  granted  to  him  and  his 
family  members. 

3.  An  agreement  officer  on  overseas  annual  leave  terms  who  leaves  the  service  on 
resignation,  termination  of  appointment/re-employment,  dismissal  or  resolution  of 
agreement/curtailment  of  re-employment  will  be  required  to  refund  to  the  Government  the 
following  - 

(a)  School  passage  -  the  cost  of  any  school  passages  and  any  associated  expenses 
granted  to  his  dependent  children  in  excess  of  their  entitlement  (see  CSR  1336(5)) 
in  respect  of  the  school  passage  cycle  in  which  he  leaves  the  service; 

(b)  Annual  leave  passage  -  the  passage  cost  and  any  associated  expenses  in  respect  of 
the  eligibility  period  granted  to  him  and/or  his  family  members  in  excess  of  his 
annual  leave  passage  entitlement  calculated  on  a  pro  rata  basis.  This  applies  when 
the  officer  leaves  the  services  during  a  cycle  other  than  the  final  cycle  of  his 
agreement.  In  case  the  officer  leaves  the  service  during  the  final  cycle  and  has 
been  granted  an  annual  leave  passage  on  the  basis  that  he  would  take  up  a 
subsequent  appointment  (see  CSR  1375(9)(b)),  full  refund  of  the  annual  leave 
passage  is  required; 

(c)  Homeward  passage  -  the  full  cost  of  the  homeward  passages  (but  see  CSR  1343(1)) 
and  any  associated  expenses  granted  to  him  and  his  family  members  in  respect  of 
the  agreement.  However,  for  an  officer  whose  agreement  is  resolved,  he  will  be 
eligible  for  homeward  passage  on  a  pro  rata  basis  and  will  be  required  to  refund 
any  passage  expenses  granted  in  excess  of  the  entitlement;  and 


Amendment  No.  39(1)/2001 


Annex  9.11  (Cont’d) 

(P.  2) 


(d)  Outward  passage  -  where  the  officer  leaves  the  service  before  completing  half  of 
his  agreement/re-employment  period,  the  proportion  of  the  cost  of  the  outward 
passages  to  Hong  Kong  and  any  associated  expenses  granted  to  him  and  his  family 
members  which  the  uncompleted  portion  of  the  half  period  bears  to  the  half  period. 
However,  this  requirement  does  not  apply  to  an  officer  who  leaves  the  service  on 
resolution  of  agreement/curtailment  of  re-employment,  regardless  of  the  period  of 
service  completed. 

4.  An  officer  on  overseas  vacation  leave/flexible  vacation  leave  terms  who  leaves 

the  service  on  resignation,  termination  of  appointment/re-employment,  dismissal,  compulsory 
retirement  or  resolution  of  agreement/curtailment  of  re-employment  will  be  required  to  refund 
to  the  Government  the  following  - 

(a)  School  passage  -  the  cost  of  school  passages  and  any  associated  expenses  granted 
to  his  dependent  children  in  excess  of  their  entitlement  (see  CSR  1336(5))  in 
respect  of  the  school  passage  cycle  in  which  he  leaves  the  service; 

(b)  Annual  leave  passage  -  the  annual  leave  passages  taken  under  CSR  1200(3),  1201 
or  1203  and  any  related  benefits  granted  in  excess  of  the  officer's  entitlement 
calculated  on  a  pro  rata  basis; 

(c)  Homeward  passage  -  the  full  cost  of  the  homeward  passages  (but  see  CSR  1343(1)) 
and  any  associated  expenses  granted  to  him  and  his  family  members  in  respect  of 
the  tour/agreement.  However,  for  an  officer  whose  agreement  is  resolved,  he  will 
be  eligible  for  homeward  passage  on  a  pro  rata  basis  and  will  be  required  to  refund 
any  passage  expenses  granted  in  excess  of  the  entitlement;  and 

(d)  Outward  passage  -  where  the  officer  leaves  the  service  before  completing  half  of 
his  tour/agreement/re-employment  period,  the  proportion  of  the  cost  of  the  outward 
passages  to  Hong  Kong  and  any  associated  expenses  granted  to  him  and  his  family 
members  which  the  uncompleted  portion  of  the  half  period  bears  to  the  half  period. 
However,  this  requirement  does  not  apply  to  an  officer  who  leaves  the  service  on 
resolution  of  agreement/curtailment  of  re-employment,  regardless  of  the  period  of 
service  completed. 

Apr  2009  5.  An  officer  on  local  terms  or  common  terms  who  leaves  the  service  on 

resignation,  termination  of  appointment/re-employment,  dismissal,  compulsory  retirement  or 
resolution  of  agreement/curtailment  of  re-employment  will  be  required  to  refund  to  the 
Government  the  following  - 
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(a)  School  passage  -  the  cost  of  any  school  passages  and  any  associated  expenses 
granted  to  his  dependent  children  in  excess  of  their  entitlement  (see  CSR  1336(5)) 
in  respect  of  the  school  passage  cycle  in  which  he  leaves  the  service;  and 

(b)  Leave  passage  -  the  passage  cost  and  any  associated  expenses  in  respect  of  the 
eligibility  period  granted  to  him  and/or  his  family  members  in  excess  of  his  leave 
passage  entitlement  calculated  on  a  pro  rata  basis. 

6.  An  officer  on  overseas  terms  on  D4  or  above  or  equivalent  who  has 

transferred  to  the  revised  arrangements  in  accordance  with  Annex  8.13  and  who  leaves 
the  service  on  resignation,  tennination  of  appointment/  re-employment,  dismissal,  compulsory 
retirement  or  resolution  of  agreement/curtailment  of  re-employment  will  be  required  to  refund 
to  the  Government  the  following  - 

(a)  School  passage 

The  cost  of  any  school  passages  and  any  associated  expenses  granted  to  his 
dependent  children  in  excess  of  their  entitlement  (see  CSR  1336(5))  in  respect  of 
the  school  passage  cycle  in  which  he  leaves  the  service; 

(b)  Leave  passage 

(i)  For  an  agreement  officer  -  the  passage  cost  and  any  associated  expenses  in 
respect  of  the  eligibility  period  granted  to  him  and/or  his  family  members  in 
excess  of  his  leave  passage  entitlement  calculated  on  a  pro  rata  basis.  This 
applies  when  the  officer  leaves  the  services  during  a  cycle  other  than  the  final 
cycle  of  his  agreement.  In  case  the  officer  leaves  the  service  during  the  final 
cycle  and  has  been  granted  a  return  LPA  on  the  basis  that  he  would  take  up  a 
subsequent  appointment  (see  CSR  1379(9)(b)),  full  refund  of  the  return  LPA 
is  required; 

(ii)  For  an  officer  on  permanent  terms  -  the  passage  cost  and  any  associated 
expenses  in  respect  of  the  eligibility  period  granted  to  him  and/or  his  family 
members  in  excess  of  his  leave  passage  entitlement  calculated  on  a  pro  rata 
basis.  This  applies  when  the  officer  leaves  the  services  during  a  cycle  other 
than  the  final  cycle  in  which  he  would  commence  his  pre-retirement  leave  if 
he  were  to  retire  (see  CSR  1343(2)); 
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(c)  Homeward  passage 

For  an  officer  on  agreement  terms  or  pennanent  terms,  the  full  cost  of  the 
homeward  passages  (but  see  CSR  1343(2))  and  any  associated  expenses  granted  to 
him  and  his  family  members.  However,  for  an  officer  whose  agreement  is  resolved, 
he  will  be  eligible  for  homeward  passage  on  a  pro  rata  basis  and  will  be  required  to 
refund  any  passage  expenses  granted  in  excess  of  the  entitlement;  and 

(d)  Outward  passage 

(i)  For  an  agreement  officer  -  if  the  officer  leaves  the  service  before  completing 
half  of  his  agreement/re-employment  period,  the  proportion  of  the  cost  of  the 
outward  passages  and  any  associated  expenses  granted  to  him  and  his  family 
members  which  the  uncompleted  portion  of  the  half  period  bears  to  the  half 
period.  However,  this  requirement  does  not  apply  to  an  officer  who  leaves 
the  service  on  resolution  of  agreement/curtailment  of  re-employment, 
regardless  of  the  period  of  service  completed. 

(ii)  For  an  officer  on  permanent  terms  -  if  the  officer  leaves  the  service  before 
completing  half  of  the  12-month  eligibility  period,  the  cost  of  outward 
passages  and  any  associated  expenses  granted  to  him  and/or  his  family  in 
excess  of  his  entitlement. 


Amendment  No.  39(4)/200 1 
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School  Passage  Allowance  (SPA)  Accounts 


General 


SPA  account  is  kept  for  each  eligible  child  participating  in  the  School 
Passage  Scheme  (the  Scheme)  and  will  normally  be  administered  in  12-month 
cycles. 

2.  SPA  is  not  transferable  except  when  it  is  used  as  described  in  CSR 
1336(2). 

3.  A  school  passage  cycle  commences  on  the  first  day  of  the  month  in 
which  the  child’s  education  outside  Hong  Kong  commences,  unless  the  officer  who 
is  eligible  for  leave  passage  chooses  a  later  month.  The  next  cycle  will  commence 
immediately  after  the  completion  of  the  current  one  unless  the  officer/child  ceases 
to  be  eligible  under  CSR  1336(5). 

4.  The  child’s  SPA  account  will  be  closed  when  the  olficer/child  ceases 
to  be  eligible  under  CSR  1336(5). 


Operations  of  SPA  Account 

Sep  2006  5.  A  child’s  SPA  account  will  be  credited  (with  the  amount  rounded  to 

the  nearest  Hong  Kong  dollar)  in  the  following  circumstances  - 

(a)  when  SPA  is  used  for  the  first  time  within  a  cycle,  SPA  to  be  earned 
for  the  cycle  will  be  credited  and  calculated  at  the  rate  prevailing  on 
the  commencement  date  of  the  cycle; 

(b)  when  SPA  is  used  in  advance  under  the  exceptional  circumstance 
described  in  CSR  1337(3),  SPA  to  be  earned  for  the  new  cycle  will  be 
credited  and  calculated  at  the  rate  prevailing  on  the  commencement 
date  of  the  new  cycle; 

(c)  any  unused  SPA  balance  will  lapse  at  the  end  of  each  school  passage 
cycle  (see  CSR  1337(3));  and 

(d)  when  applicable  under  paragraph  1 1  below,  any  credit  LPA  balance  in 
the  child’s  account  as  at  the  last  day  of  the  month  immediately  before 
the  child  joins  the  School  Passage  Scheme  will  be  credited. 
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Sep  2006  6.  A  child’s  SPA  account  will  be  debited  (with  the  amount  rounded  to  the 

second  decimal  place  in  Hong  Kong  dollar)  in  the  following  circumstances  - 

(a)  when  SPA  is  used  for  the  child  to  travel  between  Hong  Kong  and  the 
country  in  which  he/she  receives  education,  the  passage  cost  will  be 
debited; 

(b)  when  SPA  is  used  for  the  child’s  parent(s)  to  travel  under  CSR 
1337(10),  the  passage  cost  will  be  debited;  and 

(c)  when  travelling  expenses  in  the  country  of  study  in  connection  with 
the  school  passage(s)  are  claimed  (see  CSR  1337(5)). 


Adjustment  of  SPA  Account 

7.  Adjustment  of  the  account  will  be  made  (with  the  amount  rounded  to 
the  nearest  Hong  Kong  dollar)  in  the  following  circumstances  to  take  into  account 
the  SPA  which  has  been  credited  but  are  not  or  will  not  be  earned  - 

(a)  when  the  officer/the  child  ceases  to  be  eligible  under  CSR  1336(5), 
SPA  entitlement  in  respect  of  the  incomplete  cycle  will  be  calculated 
on  a  pro  rata  basis  and  the  child’s  account  will  be  debited  accordingly; 
and 

(b)  when  the  officer  takes  leave  which  does  not  earn  SPA  under  CSR 
1336(6). 

Departments  should  inform  the  Director  of  Accounting  Services  when  these  occur 
so  that  appropriate  adjustment  can  be  made  to  the  account. 

8.  After  adjustment  under  paragraph  7  above,  any  debit  balance  in  the 
SPA  account  will  be  recovered  from  the  officer  (but  see  CSR  1337(15)  and  para.  10 
below).  Any  credit  balance  in  the  adjusted  SPA  account  will  lapse  (but  see  CSR 
1337(12)).  There  is  no  provision  for  encashment. 


Children  eligible  for  leave  passage 

9.  For  a  child  who  is  eligible  for  leave  passage,  his/her  LPA  balance  will 

be  calculated  up  to  the  month  immediately  before  he/she  joins  the  School  Passage 
Scheme  and  his/her  LPA  account  is  adjusted  accordingly.  Credit  LPA  balance  will 
be  credited  to  the  child’s  SPA  account;  whereas  debit  LPA  balance  will  be  met  by 
the  officer  or  from  any  balance  available  in  the  LPA  account  of  other  family 
members. 
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10.  For  a  child  who  is  still  eligible  for  leave  passage  upon  withdrawal 
from  the  School  Passage  Scheme,  his/her  SPA  balance  will  be  calculated  up  to 
and  including  the  month  he/she  withdraws  from  the  Scheme  and  his/her  SPA 
account  is  adjusted  accordingly.  Credit  SPA  balance  will  lapse;  whereas 
debit  SPA  balance  will  be  met  by  debiting  the  child's  LPA  account,  or  by  using 
LPA  savings  from  other  family  members,  or  be  recovered  from  the  officer. 

11.  A  child  who  joins  the  Scheme  may  only  choose  to  start  the  first 
school  passage  cycle  from  a  month  later  than  the  month  in  which  he  took  leave 
passage.  Similarly,  a  child  may  only  choose  to  withdraw  from  the  Scheme  in 
a  month  later  than  the  month  in  which  he  took  the  final  school  passage.  Once 
accepted  by  the  Director  of  Accounting  Services,  the  month  in  which  the  child 
joins  or  withdraws  from  the  Scheme  may  not  be  changed. 


Amendment  No.  2 1  (c)//98 
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Rates  of  School  Passage  Allowance  (SPA) 
(with  effect  from  1  September  2006) 


I.  For  students  who  receive  education  in  the  United  Kingdom 


Sep  2006 


Age  of  child 

SPA  Level 

SPA  Rate 
(HK$)* 

19  or  above  but  below  21 

3 

11,800 

12  or  above  but  below  19 

2 

23,600 

Below  12 

1 

17,700 

The  SPA  rate  is  based  on  a  12-month  school  passage  cycle. 


II.  For  students  who  receive  education  in  a  country  other  than  the 
United  Kingdom 

To  be  advised  by  the  Director  of  Accounting  Services  on  application  by 
the  officer. 


Amendment  No.  44/2006 


Sep  2006 


May  2001 
Apr  2009 

Apr  2009 
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Application  Procedures  and 

Payment  Arrangements  for  School  Passage  Allowance  (SPA) 


An  officer  may  acquire  air  tickets  from  any  airline  companies  or  travel 
agents.  The  air  passage  can  be  single  or  return,  direct  or  indirect  provided  that  the  passage 
is  between  Hong  Kong  and  the  country  of  study.  It  may  not  be  used  for  purposes  other 
than  those  specified  in  paragraph  3  below.  The  air  passages  must  originate  either  from 
Hong  Kong  or  from  the  country  of  study.  Irrespective  of  the  type  of  passages  acquired,  an 
officer  may  claim  SPA  to  cover  only  the  passage  cost  for  the  journey,  departure  tax,  Hong 
Kong  Security  Service  Charge  and  travelling  expenses  in  the  country  of  study  (see  CSR 
1337(5)),  subject  to  the  following  - 


(a)  Indirect  flights  to/from  the  country  of  study  are  acceptable  provided  that 
any  stopover(s)  made  is  solely  for  the  purpose  of  transit.  For 
administrative  convenience,  reimbursement  for  air  tickets  involving 
stopover(s)  may  be  made  subject  to  the  condition  that  the  duration  of 
stopover(s)  does  not  exceed  two  nights  for  each  single  journey.  In  this 
connection,  all  nights  spent  in  the  concerned  city  except  the  night  of 
departure  will  be  counted. 

(b)  Where  an  air  passage  is  included  in  a  package  tour  or  where  an  air  passage 
includes  the  provision  of  accommodation,  meals  etc.,  payment  will  only 
be  made  for  the  cost  of  the  air  passage  and  subject  to  the  passage  cost 
being  clearly  itemised  in  the  invoice/receipt. 

(c)  Any  charges  arising  from  variation/cancellation  of  itinerary  cannot  be 
covered  by  SPA. 

(d)  There  is  credit  balance  in  the  child’s  SPA  account. 


2.  An  officer  who  is  not  receiving  Overseas  Education  Allowance  for  his 

child  is  required  to  attach  documentary  proof  (e.g.  letter  from  school)  showing  that  the 
child  has  been  and/or  will  be  receiving  full-time  education  at  a  recognised  educational 
establishment  outside  Hong  Kong  in  each  application  for  payment  of  SPA  for  the  related 
school  term/year. 


3.  Officers  should  note  that  SPA  is  provided  for  the  purpose  of  enabling  a 

child  to  commence/cease  education  outside  Hong  Kong  or  to  visit  parents  in  Hong  Kong 
during  a  school  passage  cycle,  or  exceptionally  for  parents  to  visit  their  child(ren) 
receiving  education  outside  Hong  Kong;  and  to  subsidise  the  travelling  expenses  in  the 
country  of  study  (see  CSR  1337(5)).  It  must  not  cover  other  elements  such  as  leisure 
travel  (e.g.  passage  expenses  of  further  journeys  taken  after  arrival  at  or  before  departure 
from  the  country  of  study),  visiting  relatives,  trips  organised  by  schools  etc.  The 
allowance  is  to  cover  the  actual  cost  of  passage(s)  taken.  As  SPA  is  fully  accountable, 
claims  must  be  supported  by  documentary  evidence  except  for  travelling  expenses 
claimable  on  road  mileage  basis  at  the  rates  listed  in  Annex  9.7.  Officers  should  ensure 
that  the  information  provided  in  their  claim  forms  is  proper  and  correct. 


Amendment  No.28(a)/2009 


Application  and  Payment  Procedures 


Annex  9.15  (Cont’d) 

(P.2) 


Sep  2006 

Sep  2006 
Sep  2006 


Apr  2009 


4.  (a)  Where  the  booking  has  been  made  through  a  travel  agent/airline  which 

accepts  direct  payment  by  the  Treasury  (a  list  of  such  travel  agents  is 
published  by  the  Director  of  Accounting  Services)  - 

(i)  the  officer  may  pay  in  the  first  instance  and  claim  reimbursement  on 
production  of  itemised  invoices  and  receipts,  or 

(ii)  he  may  request  the  Director  of  Accounting  Services  to  pay  the  airline 
or  the  travel  agent  direct. 

(b)  Where  the  booking  has  been  made  through  a  travel  agent/airline  which 
does  not  accept  direct  payment  by  the  Treasury,  the  officer  must  pay  first 
and  then  seeks  reimbursement  on  production  of  itemised  invoices  and 
receipts. 

(c)  After  payments  have  been  made  by  Director  of  Accounting  Services,  the 
officer  will  be  advised  of  the  amount  paid  and  the  balance  in  the  passage 
account.  The  officer  should  keep  record  of  the  advice  for  his  future 
reference  when  arranging  school  passages  for  his  child.  If  a  domestic 
flight  permitted  under  CSR  1420(l)(b)  is  included  in  the  claim,  the  officer 
should  ask  his  travel  agent  to  indicate  the  actual  cost  of  this  domestic 
flight  separately  in  the  invoice/receipt  but  the  payment  for  the  domestic 
flight  will  be  subsumed  under  the  SPA  entitlement  without  separate 
provision. 


5.  Requests  for  reimbursement  or  direct  payment  to  travel  agents  should  be 

made  on  the  appropriate  application  form  (CSB(SPA)Form  1)  for  payment  of  SPA. 


6.  Irrespective  of  the  length  of  a  cycle,  an  officer  may  buy  any  number  of 

passages  for  the  child  within  the  limit  of  his  SPA  entitlement,  subject  to  a  maximum  of 
three  claims  (one  claim  may  include  invoices/receipts  for  more  than  one  trip)  per  cycle 
per  child.  All  claims  for  reimbursement  of  SPA  should  be  submitted  within  six  months 
after  payment  of  the  air  ticket  by  the  officer,  or  one  month  after  completion  of  journey, 
whichever  is  the  later.  For  the  avoidance  of  doubt,  passage(s)  that  may  be  charged  to 
the  SPA  entitlement  within  a  cycle  should  commence  within  that  cycle. 


Payment  by  reimbursement 

(a)  Application  procedures 

7.  The  original  invoices  and  receipts,  showing  the  itinerary,  must  be  attached 

to  the  application  form.  Air  tickets  purchased  through  electronic  media  must  be  supported 
by  documentary  evidence  such  as  computer  printout  of  the  purchase  order  showing  the 
amount  and  credit  card  number;  credit  card  statement  showing  related  payment  etc. 
Reimbursement  will  be  made  to  the  officer’s  bank  account  into  which  his  salary  is  paid. 


Amendment  No.28(b)/2009 


Annex  9.15  (Cont’d) 
(P-3) 


(b)  Conversion  of  Expenses  in  Foreign  Currency  into  Hong  Kong  Dollars 

8.  All  expenses  claimed  in  foreign  currency  will  be  converted  into  Hong 
Kong  dollars.  The  exchange  rate  to  be  used  is  the  mid-market  rate  as  at  the  first 
working  day  of  the  month  in  which  the  passage  begins.  For  officers  seeking 
reimbursement  before  travel,  the  mid-market  rate  as  at  the  first  working  day  of  the  month 
in  which  the  claim  is  submitted  should  be  used.  The  mid-market  rate  is  the  average  of 
the  selling  and  buying  telegraphic  transfer  rates  as  published  by  the  Hong  Kong 
Association  of  Banks,  rounded  off  to  2  decimal  places. 

Direct  payment  by  the  Treasury 

9.  An  officer  must  check  that  the  travel  agent/airline  is  one  of  those  which 
accepts  direct  payment  by  the  Treasury.  The  original  itemised  invoice  issued  by  the 
travel  agent  showing  the  full  itinerary  must  be  attached  and  certified  correct  by  the  officer. 
To  ensure  that  tickets  are  issued  on  time  and  payments  made  promptly,  officers  should 
allow  at  least  30  working  days  for  the  Treasury  to  process  payment.  Officers  should 
check  with  the  travel  agent  or  airline  as  to  when  they  can  collect  the  air  tickets.  Request 
for  direct  payment  to  overseas  travel  agents  will  not  be  accepted.  The  Treasury  will  not 
accept  responsibility  for  late  payment  if  it  is  given  less  than  30  working  days  to  process 
the  application  or  if  there  are  unforeseen  problems. 

Apportionment  of  expenses  among  children’s  SPA  accounts 

10.  When  an  officer  with  more  than  one  child  joining  the  School  Passage 
Scheme  applies  for  the  children’s  SPA  to  visit  them,  the  officer  may  apportion  the 
expenses  at  any  proportion  to  the  children’s  SPA  accounts  in  the  application  form.  Once 
accepted  by  Director  of  Accounting  Services,  the  apportionment  cannot  be  changed. 

Apr  2009  Submission  of  evidence  of  travel 

11.  Where  SPA  has  been  claimed  for  a  travel,  officers  should  retain  the 
documentary  evidence  (e.g.  used  air  tickets)  to  show  that  travel  has  actually  taken  place 
as  stated  in  the  application  for  six  months  from  the  date  of  application  or  upon 
completion  of  journey  concerned,  whichever  is  the  later,  for  inspection  by  the  Director  of 
Accounting  Services  when  requested.  . 

Department’s  responsibility 

12.  All  claims  for  school  passages  and  travel-related  expenses  are  to  be  routed 
through  the  Head  of  Department  who  should  complete  Part  II  of  the  form  and  certify  the 
officer’s  and  his  children’s  eligibility  for  the  passages. 

13.  Heads  of  Department  should  maintain  records  of  school  passage  accounts 
of  their  officers.  It  is  the  responsibility  of  Heads  of  Department  and  officers  concerned 
to  update  their  records  and  investigate  discrepancies,  if  any.  Officers  should  address  any 
queries  regarding  their  SPA  accounts  to  their  Departmental  Secretary  who,  if  in  doubt, 

Apr  2009  may  seek  the  advice  of  the  Treasury. 


Amendment  No.28(c)/2009 


Annex  9.15  (Cont’d) 

(P.4) 


Sep  2006 


Apr  2009 


14.  The  SPA  entitlement  may  be  affected  in  the  following  circumstances  - 

(a)  when  the  officer 

(i)  leaves  the  service; 

(ii)  does  not  receive  pay; 

(iii)  takes  vacation  leave  or  overseas  addition  (applicable  to  an  officer  on 
overseas  terms  (see  CSR  1336(6)));  or 

(iv)  takes  deferred  casual  leave/annual  leave/basic  leave  on  finally 
leaving  the  service  under  CSR  1212(3),  1232(2)(d)  and/or  1242(1)  as 
appropriate  (see  CSR  1336(6)));  or 

(b)  when  the  child 

(i)  ceases  education  outside  Hong  Kong; 

(ii)  changes  school  and/or  travel  date; 

(ii)  cancels  whole  or  part  of  the  passage;  or 

(iii)  changes  his  dependent  status. 

As  the  above  changes  may  result  in  overpayment  of  SPA,  the  department  should  inform 
or  remind  the  officer  to  inform  the  Director  of  Accounting  Services  immediately 
whenever  any  of  the  above  events  occurs. 

Miscellaneous 


Apr  2009 


15.  SPA  is  fully  accountable,  i.e.  it  covers  only  the  actual  passage  cost  and 
travelling  expenses  claimable  (see  CSR  1337(5))  for  travel  that  has  actually  been 
undertaken  within  the  period  during  which  the  officer  and  his  child(ren)  are  eligible  for 
the  allowance.  Expenses  for  an  air  ticket  which  has  not  been  used  are  not  claimable 
under  SPA.  Hence,  only  up  to  50%  of  the  cost  of  a  return  air  ticket  will  be  covered  if 
the  return  leg  of  the  passage  has  not  been  or  will  not  be  taken.  Any  refund  arising 
from  the  cancellation  of  a  booking  should  be  returned  to  the  Government.  Where 
discount  is  given  on  the  air  fares,  only  the  discounted  passage  cost  may  be  claimed. 

16.  It  is  a  usual  practice  that  travel  agents  refund  the  costs  of  the  unused 
tickets  to  those  clients  who  have  paid  their  bills.  Officers  who  have  settled  the 
accounts  with  their  travel  agents  and  claimed  reimbursement  from  the  Government 
should  claim  the  refund  of  any  unused  tickets  directly  with  their  travel  agents  and 
report  the  case  to  the  Director  of  Accounting  Services.  Any  refund  received  from  the 
travel  agent  should  be  returned  to  the  Government  and  the  Director  of  Accounting 
Services  will  make  appropriate  adjustment  to  the  respective  school  passage  account. 

17.  It  is  important  that  an  officer  should  choose  a  reliable  travel  agent. 
Government  does  not  accept  liability  for  any  loss  suffered  by  an  officer  if,  for  any 
reason,  his  travel  agent  is  unable  to  fulfil  its  obligations. 


Amendment  No.28(d)/2009 


Annex  9.15  (Cont’d) 
(P.5) 

Apr  2009  18.  For  the  avoidance  of  doubt,  it  is  the  officer’s  responsibility  to  provide 

documentary  evidence  to  substantiate  his  eligibility  for  SPA  under  the  terms  specified 
in  the  CSRs  (e.g.  his  dependent  child  has  been  and/or  will  be  receiving  full-time 
education  outside  Hong  Kong)  on  the  request  of  the  Director  of  Accounting  Services. 
The  officer  should  also  report  immediately  to  the  Director  of  Accounting  Services  on 
any  subsequent  changes  to  the  travel  or  education  of  the  child  (e.g.  change  of  travel 
date,  change  of  school,  cessation  of  education  etc.)  which  may  affect  his  eligibility  for 
SPA,  using  the  appropriate  form  (CSB(SPA)  Form  3).  The  application  will  not  be 
processed  and  any  SPA  paid  relating  to  the  expenses  claimed  will  be  recovered  if  the 
officer  fails  to  provide  such  evidence  to  the  satisfaction  of  the  Director  of  Accounting 
Services.  The  officer  may  be  subject  to  legal/disciplinary  action  if  the  claim  involves 
fraudulence. 

Payment  of  Travelling  Expenses  under  CSR  1337(5) 

Apr  2009  19.  An  officer  may  only  be  allowed  to  claim  travelling  expenses  incurred  in 

connection  with  a  school  passage.  An  officer  who  intends  to  make  use  of  unused  SPA 
entitlement  within  the  school  passage  cycle  to  subsidise  the  travelling  expenses 
incurred  by  the  child  or  the  visiting  parent(s)  (see  CSR  1337(10)(f))  in  connection  with 
a  school  passage  should  indicate  such  claim  in  the  appropriate  application  form 
(CSB(SPA)  Form  1)  alongside  the  application  for  reimbursement  or  direct  payment  to 
travel  agents  for  the  air  passage(s)  concerned.  The  Director  of  Accounting  Services 
will  effect  payment  of  travelling  expenses  between  the  airport  of  entry/exit  and  the 
school  claimable  on  road  mileage  basis  at  the  rates  listed  in  Annex  9.7  into  the  officer’s 
salary  bank  account.  An  officer  who  has  indicated  in  the  application  form  that 
travelling  expenses  would  not  be  claimed  in  connection  with  the  specified  air  passage(s) 
relinquishes  any  subsequent  claim  for  the  travelling  expenses  for  that  passage(s). 

Payment  of  unaccompanied  air  baggage  allowance  under  CSR  1337(6) 

Apr  2009  20.  Claims  for  reimbursement  of  unaccompanied  air  baggage  allowance  under 

CSR  1337(6)  should  be  made  to  the  Director  of  Accounting  Services  on  CSB(SPA) 
Form  1  within  three  months  from  the  date  of  expenditure.  Expenses  claimed  must  be 
incurred  within  six  months  of  the  start  or  cessation  of  education  outside  Hong  Kong. 
Original  receipts  must  be  attached. 


Amendment  No.28(e)/2009 


March  2008 


Annex  11.2 


Rates  of  Home  Financing  Allowance 


(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 


Pay  Points 
(or  equivalent) 

Rates 

per 

month 

($) 

with 

effect 

from 

1.10.1990 

Revised  Rates  per  month  ($) 

with 

effect 

from 

1.4.1995 

with 

effect 

from 

1.4.1997 

with 

effect 

from 

1.4.1998 

with 

effect 

from 

1.4.1999 

with 

effect 

from 

1.4.2000 

with 

effect 

from 

1.4.2001 

with 

effect 

from 

1.4.2002 

with 

effect 

from 

1.4.2003 

with 

effect 

from 

1.4.2004 

with 

effect 

from 

1.4.2005 

with 

effect 

from 

1.4.2006 

D6-D10 

36,000 

39,060 

40,390 

42,810 

45,250 

39,060 

33,440 

29,860 

26,220 

23,340 

20,500 

26,050 

30,700 

30,930 

33,440 

D2-D5 

27,000 

29,300 

30,300 

32,120 

33,950 

29,300 

25,080 

22,400 

19,660 

17,510 

15,370 

19,540 

23,020 

23,200 

25,080 

MPS  45  -D1 

24,000 

26,040 

26,930 

28,550 

30,180 

26,040 

22,290 

19,900 

17,480 

15,560 

13,660 

17,360 

20,460 

20,620 

22,290 

MPS  41  -44B 

17,000 

18,450 

19,080 

20,230 

21,380 

18,450 

15,790 

14,100 

12,380 

11,020 

9,680 

12,300 

14,500 

14,610 

15,790 

MPS  38-40 

15,000 

16,280 

16,830 

17,840 

18,860 

16,280 

13,940 

12,450 

10,930 

9,730 

8,550 

10,860 

12,800 

12,890 

13,940 

MPS  34  -  37 

13,000 

14,110 

14,590 

15,470 

16,350 

14,110 

12,080 

10,790 

9,470 

8,430 

7,410 

9,410 

11,090 

11,170 

12,080 

Notes  : 


D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  6/2008 


Annex  11.2(1) 


March  2009 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2009) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6-D10 

33,440 

D2-D5 

25,080 

MPS  45 -D1 

22,290 

MPS  41  -  44B 

15,790 

MPS  38 -40 

13,940 

MPS  34  -  37 

12,080 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7/2009 


Annex  11.2(2) 


March  2010 

Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2010) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

33,440 

D2-D5 

25,080 

MPS  45 -D1 

22,290 

MPS  41  -  44B 

15,790 

MPS  38 -40 

13,940 

MPS  34  -  37 

12,080 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  5/2010 


Annex  11.2(3) 


March  2011 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2011) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

33,610 

D2-D5 

25,210 

MPS  45 -D1 

22,400 

MPS  41  -  44B 

15,870 

MPS  38 -40 

14,010 

MPS  34  -  37 

12,140 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  4/2011 


Annex  11.2(4) 


March  2012 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2012) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

35,380 

D2-D5 

26,530 

MPS  45 -D1 

23,580 

MPS  41  -  44B 

16,710 

MPS  38 -40 

14,750 

MPS  34  -  37 

12,780 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  3/2012 


Annex  11.2(5) 


March  2013 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2013) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

36,820 

D2-D5 

27,610 

MPS  45 -D1 

24,540 

MPS  41  -44B 

17,380 

MPS  38  -  40 

15,350 

MPS  34  -  37 

13,300 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No .  2/2013 


Annex  11.2(6) 


March  2014 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2014) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

38,390 

D2-D5 

28,790 

MPS  45 -D1 

25,590 

MPS  41  -44B 

18,130 

MPS  38  -  40 

16,000 

MPS  34  -  37 

13,870 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  4/2014 


Annex  11.2(7) 


March  2015 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2015) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

40,090 

D2-D5 

30,070 

MPS  45 -D1 

26,730 

MPS  41  -  44B 

18,930 

MPS  38  -  40 

16,710 

MPS  34  -  37 

14,480 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  10/2015 


Annex  11.2(8) 


March  2016 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2016) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

41,330 

D2-D5 

31,000 

MPS  45 -D1 

27,550 

MPS  41  -  44B 

19,520 

MPS  38  -  40 

17,230 

MPS  34  -  37 

14,930 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  19/2016 


Annex  11.2(9) 


March  2017 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2017) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

42,300 

D2-D5 

31,730 

MPS  45 -D1 

28,200 

MPS  41  -  44B 

19,970 

MPS  38  -  40 

17,630 

MPS  34  -  37 

15,280 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  4/2017 


Annex  11.2(10) 


March  2018 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2018) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

42,940 

D2-D5 

32,200 

MPS  45 -D1 

28,620 

MPS  41  -  44B 

20,270 

MPS  38  -  40 

17,900 

MPS  34  -  37 

15,510 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  5/2018 


Annex  11.2(11) 


March  2019 


Rates  of  Home  Financing  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  before  1  November  1994) 

(with  effect  from  1  April  2019) 


Pay  Points 
(or  equivalent) 

Revised  Rates  per  month  ($) 

D6  and  above 

43,970 

D2-D5 

32,980 

MPS  45 -D1 

29,310 

MPS  41  -  44B 

20,760 

MPS  38  -  40 

18,330 

MPS  34  -  37 

15,890 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7/2019 


March  2008 


Annex  11.3 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 


Rates  per  month  ($) 

Pay  Points 

with 

with 

with 

with 

with 

with 

with 

(or  equivalent) 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

1.11.1994 

1.4.1995 

1.4.1997 

1.4.1998 

1.4.1999 

1.4.2000 

1.4.2001 

1.4.2002 

1.4.2003 

1.4.2004 

1.4.2005 

1.4.2006 

1.4.2007 

1.4.2008 

D6-D10 

48,600 

50,250 

53,270 

56,310 

48,600 

41,600 

37,150 

32,610 

29,040 

25,500 

32,410 

38,190 

38,480 

41,600 

D2-D5 

36,450 

37,690 

39,950 

42,230 

36,450 

31,200 

27,860 

24,460 

21,780 

19,130 

24,300 

28,640 

28,860 

31,200 

MPS  45  -D1 

32,400 

33,500 

35,510 

37,530 

32,400 

27,730 

24,760 

21,740 

19,360 

17,000 

21,600 

25,460 

25,650 

27,730 

MPS  41  -44B 

22,950 

23,730 

25,150 

26,580 

22,950 

19,650 

17,550 

15,410 

13,720 

12,050 

15,310 

18,040 

18,180 

19,650 

MPS  38-40 

20,250 

20,940 

22,200 

23,470 

20,250 

17,330 

15,480 

13,590 

12,100 

10,620 

13,500 

15,910 

16,030 

17,330 

MPS  34  -  37 

17,550 

18,150 

19,240 

20,340 

17,550 

15,020 

13,410 

11,780 

10,480 

9,210 

11,700 

13,790 

13,890 

15,020 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7/2008 


Annex  11.3(1) 


March  2009 

Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2009) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6-D10 

41,600 

D2-D5 

31,200 

MPS  45 -D1 

27,730 

MPS  41  -  44B 

19,650 

MPS  38 -40 

17,330 

MPS  34  -  37 

15,020 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8/2009 


Annex  11.3(2) 


March  2010 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2010) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

41,600 

D2-D5 

31,200 

MPS  45 -D1 

27,730 

MPS  41  -  44B 

19,650 

MPS  38 -40 

17,330 

MPS  34  -  37 

15,020 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  6/2010 


Annex  11.3(3) 


March  2011 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2011) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

41,810 

D2-D5 

31,360 

MPS  45 -D1 

27,870 

MPS  41  -  44B 

19,750 

MPS  38 -40 

17,420 

MPS  34  -  37 

15,100 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  5/2011 


Annex  11.3(4) 


March  2012 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2012) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

44,010 

D2-D5 

33,010 

MPS  45 -D1 

29,340 

MPS  41  -  44B 

20,790 

MPS  38 -40 

18,340 

MPS  34  -  37 

15,890 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  4/2012 


Annex  11.3(5) 


March  2013 

Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2013) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

45,800 

D2-D5 

34,350 

MPS  45 -D1 

30,530 

MPS  41  -  44B 

21,630 

MPS  38 -40 

19,080 

MPS  34  -  37 

16,540 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  3/2013 


Annex  11.3(6) 


March  2014 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2014) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

47,760 

D2-D5 

35,820 

MPS  45 -D1 

31,830 

MPS  41  -  44B 

22,560 

MPS  38 -40 

19,890 

MPS  34  -  37 

17,240 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  5/2014 


Annex  11.3(7) 


March  2015 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2015) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

49,880 

D2-D5 

37,410 

MPS  45 -D1 

33,250 

MPS  41  -  44B 

23,560 

MPS  38 -40 

20,780 

MPS  34  -  37 

18,010 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  1 1/2015 


Annex  11.3(8) 


March  2016 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2016) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

51,420 

D2-D5 

38,560 

MPS  45 -D1 

34,270 

MPS  41  -  44B 

24,290 

MPS  38 -40 

21,420 

MPS  34  -  37 

18,560 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  20/2016 


Annex  11.3(9) 


March  2017 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2017) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

52,620 

D2-D5 

39,470 

MPS  45 -D1 

35,080 

MPS  41  -  44B 

24,860 

MPS  38 -40 

21,920 

MPS  34  -  37 

19,000 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  5/2017 


Annex  11.3(10) 


March  2018 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2018) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

53,410 

D2-D5 

40,060 

MPS  45 -D1 

35,610 

MPS  41  -  44B 

25,230 

MPS  38 -40 

22,250 

MPS  34  -  37 

19,290 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  6/2018 


Annex  11.3(11) 


March  2019 


Rates  of  Home  Financing  Allowance/Rent  Allowance 

(Applicable  to  officers  who  commenced 
to  receive  an  allowance  on  or  after  1  November  1994) 

(with  effect  from  1  April  2019) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

54,700 

D2-D5 

41,030 

MPS  45 -D1 

36,460 

MPS  41  -  44B 

25,840 

MPS  38 -40 

22,790 

MPS  34  -  37 

19,750 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8/2019 


Annex  12.1 


March  2019 

Rates  of  Accommodation  Allowance 

(with  effect  from  1  April  2019) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

75,160 

D2-D5 

56,390 

MPS  45 -D1 

50,130 

MPS  34  -  44B 

41,340 

Below  MPS  34 

28,500 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  9/2019 


Annex  14.1 


March  2008 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 


Rates  per  month  ($) 

Pay  Points 

with 

with 

with 

with 

with 

with 

with 

with 

with 

with 

(or  equivalent) 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

1.6.2000 

1.4.2001 

1.4.2002 

1.4.2003 

1.4.2004 

1.4.2005 

1.4.2006 

1.10.2006 

1.4.2007 

1.4.2008 

D6-D10 

39,520 

38,060 

37,450 

36,330 

35,390 

35,250 

35,640 

36,280 

36,560 

39,520 

D2-D5 

29,640 

28,540 

28,080 

27,240 

26,530 

26,420 

26,710 

27,210 

27,420 

29,640 

MPS  45  -D1 

26,340 

25,370 

24,960 

24,210 

23,580 

23,490 

23,750 

24,190 

24,370 

26,340 

MPS  41  -44B 

18,670 

17,980 

17,690 

17,160 

16,710 

16,640 

16,820 

17,140 

17,270 

18,670 

MPS  38-40 

16,460 

15,850 

15,600 

15,130 

14,740 

14,680 

14,840 

15,110 

15,230 

16,460 

MPS  34  -  37 

14,270 

13,740 

13,520 

13,110 

12,770 

12,720 

12,860 

13,100 

13,200 

14,270 

Notes : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  9/2008 


Annex  14.1(1) 


March  2009 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2009) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6-D10 

39,520 

D2-D5 

29,640 

MPS  45 -D1 

26,340 

MPS  41  -  44B 

18,670 

MPS  38 -40 

16,460 

MPS  34  -  37 

14,270 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  10/2009 


Annex  14.1(2) 


March  2010 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2010) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

39,520 

D2-D5 

29,640 

MPS  45 -D1 

26,340 

MPS  41  -  44B 

18,670 

MPS  38 -40 

16,460 

MPS  34  -  37 

14,270 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8/2010 


Annex  14.1(3) 


March  2011 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2011) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

39,720 

D2-D5 

29,790 

MPS  45 -D1 

26,480 

MPS  41  -  44B 

18,760 

MPS  38 -40 

16,550 

MPS  34  -  37 

14,350 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7/2011 


Annex  14.1(4) 


March  2012 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2012) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

41,810 

D2-D5 

31,360 

MPS  45 -D1 

27,870 

MPS  41  -  44B 

19,750 

MPS  38 -40 

17,420 

MPS  34  -  37 

15,100 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No .  6/2012 


Annex  14.1(5) 


March  2013 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2013) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

43,510 

D2-D5 

32,630 

MPS  45 -D1 

29,000 

MPS  41  -44B 

20,550 

MPS  38  -  40 

18,130 

MPS  34  -  37 

15,710 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  5/2013 


Annex  14.1(6) 


March  2014 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2014) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

45,370 

D2-D5 

34,030 

MPS  45 -D1 

30,240 

MPS  41  -44B 

21,430 

MPS  38  -  40 

18,900 

MPS  34  -  37 

16,380 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7/2014 


Annex  14.1(7) 


March  2015 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2015) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

47,390 

D2-D5 

35,540 

MPS  45 -D1 

31,590 

MPS  41  -  44B 

22,380 

MPS  38  -  40 

19,740 

MPS  34  -  37 

17,110 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  13/2015 


Annex  14.1(8) 


March  2016 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2016) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

48,850 

D2-D5 

36,630 

MPS  45 -D1 

32,560 

MPS  41  -  44B 

23,080 

MPS  38  -  40 

20,350 

MPS  34  -  37 

17,630 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  22/2016 


Annex  14.1(9) 


March  2017 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2017) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

49,990 

D2-D5 

37,500 

MPS  45 -D1 

33,330 

MPS  41  -  44B 

23,620 

MPS  38  -  40 

20,820 

MPS  34  -  37 

18,050 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7/2017 


Annex  14.1(10) 


March  2018 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2018) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

50,740 

D2-D5 

38,060 

MPS  45 -D1 

33,830 

MPS  41  -  44B 

23,970 

MPS  38  -  40 

21,140 

MPS  34  -  37 

18,330 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8/2018 


Annex  14.1(11) 


March  2019 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  on  or  above  MPS  34  or  equivalent) 

(with  effect  from  1  April  2019) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D6  and  above 

51,970 

D2-D5 

38,980 

MPS  45 -D1 

34,640 

MPS  41  -  44B 

24,550 

MPS  38  -  40 

21,650 

MPS  34  -  37 

18,760 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  10/2019 


Annex  14.2 

(P.  lof2) 


March  2008 


Rates  of  Non-accountable  Cash  Allowance 


(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 


Rates  per  month  ($) 

Pay  Points 

with 

with 

with 

with 

with 

with 

with 

with 

with 

with 

(or  equivalent) 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

1.6.2000 

1.4.2001 

1.4.2002 

1.4.2003 

1.4.2004 

1.4.2005 

1.4.2006 

1.10.2006 

1.4.2007 

1.4.2008 

DIO 

18,000 

17,330 

17,050 

16,540 

16,110 

16,050 

16,230 

16,530 

16,650 

18,000 

D9 

17,120 

16,490 

16,230 

15,740 

15,330 

15,270 

15,440 

15,710 

15,840 

17,120 

D7&D8 

16,350 

15,750 

15,500 

15,040 

14,650 

14,590 

14,750 

15,010 

15,120 

16,350 

D6 

15,540 

14,970 

14,730 

14,290 

13,920 

13,860 

14,010 

14,270 

14,370 

15,540 

D4&D5 

14,650 

14,110 

13,880 

13,460 

13,110 

13,060 

13,200 

13,450 

13,550 

14,650 

D3 

13,920 

13,400 

13,190 

12,790 

12,460 

12,410 

12,550 

12,780 

12,870 

13,920 

D2 

13,070 

12,590 

12,390 

12,020 

11,710 

11,660 

11,790 

12,000 

12,090 

13,070 

D1 

12,670 

12,200 

12,000 

11,640 

11,340 

11,290 

11,410 

11,640 

11,720 

12,670 

MPS  48  &  49 

12,460 

12,000 

11,810 

11,460 

11,160 

11,120 

11,240 

11,440 

11,530 

12,460 

MPS  47 

12,170 

11,720 

11,530 

11,180 

10,890 

10,850 

10,970 

11,170 

11,260 

12,170 

MPS  46 

11,980 

11,540 

11,360 

11,020 

10,730 

10,690 

10,810 

11,000 

11,080 

11,980 

MPS  45 

11,690 

11,260 

11,080 

10,750 

10,470 

10,430 

10,540 

10,740 

10,820 

11,690 

MPS  43,  44, 

44A  &  44B 

11,330 

10,910 

10,740 

10,420 

10,150 

10,110 

10,220 

10,400 

10,490 

11,330 

MPS  42 

11,100 

10,690 

10,520 

10,200 

9,930 

9,890 

10,000 

10,180 

10,260 

11,100 

MPS  41 

10,800 

10,400 

10,230 

9,920 

9,660 

9,620 

9,730 

9,920 

9,990 

10,800 

MPS  40 

10,190 

9,810 

9,650 

9,360 

9,120 

9,080 

9,180 

9,360 

9,430 

10,190 

MPS  39 

9,510 

9,160 

9,010 

8,740 

8,510 

8,480 

8,570 

8,730 

8,800 

9,510 

MPS  38 

8,900 

8,570 

8,430 

8,180 

7,970 

7,940 

8,030 

8,170 

8,240 

8,900 

MPS  37 

8,620 

8,300 

8,170 

7,920 

7,710 

7,680 

7,760 

7,910 

7,970 

8,620 

MPS  36 

8,130 

7,830 

7,700 

7,470 

7,280 

7,250 

7,330 

7,470 

7,520 

8,130 

MPS  35 

7,890 

7,600 

7,480 

7,260 

7,070 

7,040 

7,120 

7,250 

7,310 

7,890 

MPS  34 

7,400 

7,130 

7,020 

6,810 

6,630 

6,600 

6,670 

6,790 

6,850 

7,400 

MPS  33,  33A, 
33B  &  33C 

6,920 

6,660 

6,550 

6,350 

6,180 

6,160 

6,230 

6,350 

6,390 

6,920 

MPS  32 

6,520 

6,280 

6,180 

5,990 

5,830 

5,810 

5,870 

5,990 

6,030 

6,520 

MPS  31 

6,020 

5,800 

5,710 

5,540 

5,400 

5,380 

5,440 

5,530 

5,570 

6,020 

MPS  30 

5,660 

5,450 

5,360 

5,200 

5,060 

5,040 

5,100 

5,200 

5,230 

5,660 

Amendment  No.  10(a)/2008 


Annex  14.2 
(P.2  of  2) 


Rates  per  month  ($) 

Pay  Points 

with 

with 

with 

with 

with 

with 

with 

with 

with 

with 

(or  equivalent) 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

effect 

from 

from 

from 

from 

from 

from 

from 

from 

from 

from 

1.6.2000 

1.4.2001 

1.4.2002 

1.4.2003 

1.4.2004 

1.4.2005 

1.4.2006 

1.10.2006 

1.4.2007 

1.4.2008 

MPS  29 

5.420 

5,220 

5,140 

4,990 

4,860 

4,840 

4,890 

4,980 

5,020 

5,420 

MPS  28 

5,250 

5,060 

4,980 

4,830 

4,700 

4,680 

4,730 

4,830 

4,860 

5,250 

MPS  27 

5,050 

4,860 

4,780 

4,640 

4,520 

4,500 

4,550 

4,640 

4,670 

5,050 

MPS  26 

4,940 

4,760 

4,680 

4,540 

4,420 

4,400 

4,450 

4,530 

4,570 

4,940 

MPS  25 

4,660 

4,490 

4,420 

4,290 

4,180 

4,160 

4,210 

4,280 

4,300 

4,660 

MPS  24 

4,570 

4,400 

4,330 

4,200 

4,090 

4,070 

4,110 

4,200 

4,230 

4,570 

MPS  23 

4,320 

4,160 

4,090 

3,970 

3,870 

3,850 

3,890 

3,970 

4,000 

4,320 

MPS  22 

4,170 

4,020 

3,960 

3,840 

3,740 

3,730 

3,770 

3,830 

3,860 

4,170 

MPS  21 

4,050 

3,900 

3,840 

3,720 

3,620 

3,610 

3,650 

3,710 

3,740 

4,050 

MPS  20 

3,970 

3,820 

3,760 

3,650 

3,560 

3,550 

3,590 

3,650 

3,680 

3,970 

MPS  19 

3,850 

3,710 

3,650 

3,540 

3,450 

3,440 

3,480 

3,530 

3,560 

3,850 

MPS  18 

3,720 

3,580 

3,520 

3,410 

3,320 

3,310 

3,350 

3,420 

3,450 

3,720 

MPS  17 

3,680 

3,540 

3,480 

3,380 

3,290 

3,280 

3,320 

3,370 

3,400 

3,680 

MPS  16 

3,560 

3,430 

3,380 

3,280 

3,190 

3,180 

3,210 

3,270 

3,300 

3,560 

MPS  15 

3,520 

3,390 

3,340 

3,240 

3,160 

3,150 

3,180 

3,240 

3,260 

3,520 

MPS  14 

3,440 

3,310 

3,260 

3,160 

3,080 

3,070 

3,100 

3,150 

3,180 

3,440 

MPS  13 

3,360 

3,240 

3,190 

3,090 

3,010 

3,000 

3,030 

3,090 

3,110 

3,360 

MPS  12 

3,190 

3,070 

3,020 

2,930 

2,850 

2,840 

2,870 

2,930 

2,950 

3,190 

MPS  11 

3,130 

3,010 

2,960 

2,870 

2,800 

2,790 

2,820 

2,870 

2,890 

3,130 

MPS  10 

3,080 

2,970 

2,920 

2,830 

2,760 

2,750 

2,780 

2,820 

2,850 

3,080 

MPS  9 

2,950 

2,840 

2,790 

2,710 

2,640 

2,630 

2,660 

2,710 

2,740 

2,950 

MPS  8 

2,840 

2,730 

2,690 

2,610 

2,540 

2,530 

2,560 

2,600 

2,630 

2,840 

MPS  7 

2,710 

2,610 

2,570 

2,490 

2,430 

2,420 

2,450 

2,490 

2,510 

2,710 

MPS  6 

2,470 

2,380 

2,340 

2,270 

2,210 

2,200 

2,220 

2,270 

2,290 

2,470 

MPS  5 

2,350 

2,260 

2,220 

2,150 

2,090 

2,080 

2,100 

2,160 

2,170 

2,350 

MPS  4 

2,180 

2,100 

2,070 

2,010 

1,960 

1,950 

1,970 

2,000 

2,010 

2,180 

MPS  3 

2,110 

2,030 

2,000 

1,940 

1,890 

1,880 

1,900 

1,940 

1,950 

2,110 

MPS  2 

1,980 

1,910 

1,880 

1,820 

1,770 

1,760 

1,780 

1,810 

1,820 

1,980 

MPS  1 

1,860 

1,790 

1,760 

1,710 

1,670 

1,660 

1,680 

1,710 

1,720 

1,860 

MPS  0 

1,750 

1,690 

1,660 

1,610 

1,570 

1,560 

1,580 

1,610 

1,620 

1,750 

Notes : 


D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  10(b)/2008 


Annex  14.2(1) 
(Page  1  of  2) 

March  2009 

Rates  of  Non-accountable  Cash  Allowance 


(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2009) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

DIO 

18,000 

D9 

17,120 

D7&D8 

16,350 

D6 

15,540 

D4  &D5 

14,650 

D3 

13,920 

D2 

13,070 

D1 

12,670 

MPS  48  &  49 

12,460 

MPS  47 

12,170 

MPS  46 

11,980 

MPS  45 

11,690 

MPS  43,  44,  44A  &  44B 

11,330 

MPS  42 

11,100 

MPS  41 

10,800 

MPS  40 

10,190 

MPS  39 

9,510 

MPS  38 

8,900 

MPS  37 

8,620 

MPS  36 

8,130 

MPS  35 

7,890 

MPS  34 

7,400 

MPS  33,  33A,  33B  &  33C 

6,920 

MPS  32 

6,520 

MPS  31 

6,020 

MPS  30 

5,660 

MPS  29 

5,420 

Amendment  No.  ll(a)/2009 


Annex  14.2(1) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  28 

5,250 

MPS  27 

5,050 

MPS  26 

4,940 

MPS  25 

4,660 

MPS  24 

4,570 

MPS  23 

4,320 

MPS  22 

4,170 

MPS  21 

4,050 

MPS  20 

3,970 

MPS  19 

3,850 

MPS  18 

3,720 

MPS  17 

3,680 

MPS  16 

3,560 

MPS  15 

3,520 

MPS  14 

3,440 

MPS  13 

3,360 

MPS  12 

3,190 

MPS  11 

3,130 

MPS  10 

3,080 

MPS  9 

2,950 

MPS  8 

2,840 

MPS  7 

2,710 

MPS  6 

2,470 

MPS  5 

2,350 

MPS  4 

2,180 

MPS  3 

2,110 

MPS  2 

1,980 

MPS  1 

1,860 

MPS  0 

1,750 

Notes  : 


D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  ll(b)/2009 


March  2010 


Annex  14.2(2) 
(Page  1  of  2) 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2010) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7&D8 

16,350 

D6 

15,540 

D4  &D5 

14,650 

D3 

13,920 

D2 

13,070 

D1 

12,670 

MPS  48  &  49 

12,460 

MPS  47 

12,170 

MPS  46 

11,980 

MPS  45 

11,690 

MPS  43,  44,  44A  &  44B 

11,330 

MPS  42 

11,100 

MPS  41 

10,800 

MPS  40 

10,190 

MPS  39 

9,510 

MPS  38 

8,900 

MPS  37 

8,620 

MPS  36 

8,130 

MPS  35 

7,890 

MPS  34 

7,400 

MPS  33,  33A,  33B  &  33C 

6,920 

MPS  32 

6,520 

MPS  31 

6,020 

MPS  30 

5,660 

MPS  29 

5,420 

Amendment  No.  9(a)/2010 


Annex  14.2(2) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  28 

5,250 

MPS  27 

5,050 

MPS  26 

4,940 

MPS  25 

4,660 

MPS  24 

4,570 

MPS  23 

4,320 

MPS  22 

4,170 

MPS  21 

4,050 

MPS  20 

3,970 

MPS  19 

3,850 

MPS  18 

3,720 

MPS  17 

3,680 

MPS  16 

3,560 

MPS  15 

3,520 

MPS  14 

3,440 

MPS  13 

3,360 

MPS  12 

3,190 

MPS  11 

3,130 

MPS  10 

3,080 

MPS  9 

2,950 

MPS  8 

2,840 

MPS  7 

2,710 

MPS  6 

2,470 

MPS  5 

2,350 

MPS  4 

2,180 

MPS  3 

2,110 

MPS  2 

1,980 

MPS  1 

1,860 

MPS  0 

1,750 

Notes  : 


D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  9(b)/2010 


Annex  14.2(3) 
(Page  1  of  2) 

March  2011 

Rates  of  Non-accountable  Cash  Allowance 


(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2011) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7&D8 

16,440 

D6 

15,620 

D4&D5 

14,730 

D3 

13,980 

D2 

13,140 

D1 

12,740 

MPS  48  &  49 

12,530 

MPS  47 

12,230 

MPS  46 

12,040 

MPS  45 

11,750 

MPS  43,  44,  44A  &  44B 

11,390 

MPS  42 

11,150 

MPS  41 

10,860 

MPS  40 

10,240 

MPS  39 

9,560 

MPS  38 

8,950 

MPS  37 

8,660 

MPS  36 

8,170 

MPS  35 

7,930 

MPS  34 

7,440 

MPS  33,  33A,  33B  &  33C 

6,950 

MPS  32 

6,550 

MPS  31 

6,050 

MPS  30 

5,690 

MPS  29 

5,450 

MPS  28 

5,280 

Amendment  No.  8(a)/2011 


Annex  14.2(3) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

5,080 

MPS  26 

4,970 

MPS  25 

4,670 

MPS  24 

4,590 

MPS  23 

4,340 

MPS  22 

4,190 

MPS  21 

4,070 

MPS  20 

3,990 

MPS  19 

3,870 

MPS  18 

3,740 

MPS  17 

3,700 

MPS  16 

3,580 

MPS  15 

3,540 

MPS  14 

3,460 

MPS  13 

3,380 

MPS  12 

3,210 

MPS  11 

3,140 

MPS  10 

3,100 

MPS  9 

2,970 

MPS  8 

2,850 

MPS  7 

2,720 

MPS  6 

2,480 

MPS  5 

2,360 

MPS  4 

2,190 

MPS  3 

2,120 

MPS  2 

1,990 

MPS  1 

1,870 

MPS  0 

1,760 

Notes  : 


D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8(b)/2011 


Annex  14.2(4) 
(Page  1  of  2) 

March  2012 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2012) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7&D8 

17,300 

D6 

16,440 

D4&D5 

15,490 

D3 

14,730 

D2 

13,830 

D1 

13,400 

MPS  48  &  49 

13,190 

MPS  47 

12,870 

MPS  46 

12,670 

MPS  45 

12,370 

MPS  43,  44,  44A  &  44B 

11,990 

MPS  42 

11,740 

MPS  41 

11,430 

MPS  40 

10,780 

MPS  39 

10,060 

MPS  38 

9,410 

MPS  37 

9,120 

MPS  36 

8,610 

MPS  35 

8,350 

MPS  34 

7,830 

MPS  33,  33A,  33B  &  33C 

7,320 

MPS  32 

6,900 

MPS  31 

6,370 

MPS  30 

5,990 

MPS  29 

5,740 

MPS  28 

5,560 

Amendment  No.  7(a)/20 12 


Annex  14.2(4) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

5,350 

MPS  26 

5,230 

MPS  25 

4,920 

MPS  24 

4,840 

MPS  23 

4,570 

MPS  22 

4,410 

MPS  21 

4,280 

MPS  20 

4,200 

MPS  19 

4,070 

MPS  18 

3,940 

MPS  17 

3,890 

MPS  16 

3,770 

MPS  15 

3,730 

MPS  14 

3,640 

MPS  13 

3,560 

MPS  12 

3,370 

MPS  11 

3,310 

MPS  10 

3,260 

MPS  9 

3,130 

MPS  8 

3,000 

MPS  7 

2,870 

MPS  6 

2,610 

MPS  5 

2,480 

MPS  4 

2,300 

MPS  3 

2,230 

MPS  2 

2,090 

MPS  1 

1,970 

MPS  0 

1,850 

Notes  : 


D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 

Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  7(b)/2012 


Annex  14.2(5) 
(Page  1  of  2) 

March  2013 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2013) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7&D8 

18,000 

D6 

17,110 

D4  &D5 

16,130 

D3 

15,320 

D2 

14,390 

D1 

13,960 

MPS  48  &  49 

13,730 

MPS  47 

13,400 

MPS  46 

13,190 

MPS  45 

12,870 

MPS  43,  44,  44A  &  44B 

12,470 

MPS  42 

12,220 

MPS  41 

11,890 

MPS  40 

11,220 

MPS  39 

10,470 

MPS  38 

9,800 

MPS  37 

9,490 

MPS  36 

8,950 

MPS  35 

8,690 

MPS  34 

8,150 

MPS  33,33A,  33B&33C 

7,620 

MPS  32 

7,170 

MPS  31 

6,630 

MPS  30 

6,230 

MPS  29 

5,980 

MPS  28 

5,790 

Amendment  No.  6(a)/2013 


Annex  14.2(5) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

5,570 

MPS  26 

5,440 

MPS  25 

5,120 

MPS  24 

5,040 

MPS  23 

4,760 

MPS  22 

4,590 

MPS  21 

4,460 

MPS  20 

4,370 

MPS  19 

4,240 

MPS  18 

4,100 

MPS  17 

4,050 

MPS  16 

3,920 

MPS  15 

3,880 

MPS  14 

3,790 

MPS  13 

3,710 

MPS  12 

3,520 

MPS  11 

3,440 

MPS  10 

3,390 

MPS  9 

3,250 

MPS  8 

3,130 

MPS  7 

2,980 

MPS  6 

2,720 

MPS  5 

2,580 

MPS  4 

2,390 

MPS  3 

2,320 

MPS  2 

2,180 

MPS  1 

2,050 

MPS  0 

1,930 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  6(b)/20 1 3 


Annex  14.2(6) 
(Page  1  of  2) 

March  2014 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2014) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7&D8 

18,770 

D6 

17,840 

D4  &D5 

16,820 

D3 

15,980 

D2 

15,010 

D1 

14,540 

MPS  48  &  49 

14,310 

MPS  47 

13,970 

MPS  46 

13,760 

MPS  45 

13,420 

MPS  43,  44,  44A  &  44B 

13,020 

MPS  42 

12,740 

MPS  41 

12,400 

MPS  40 

11,700 

MPS  39 

10,920 

MPS  38 

10,220 

MPS  37 

9,890 

MPS  36 

9,340 

MPS  35 

9,060 

MPS  34 

8,490 

MPS  33,33A,  33B&33C 

7,940 

MPS  32 

7,490 

MPS  31 

6,920 

MPS  30 

6,500 

MPS  29 

6,230 

MPS  28 

6,030 

Amendment  No.  8(a)/2014 


Annex  14.2(6) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

5,800 

MPS  26 

5,670 

MPS  25 

5,350 

MPS  24 

5,240 

MPS  23 

4,960 

MPS  22 

4,790 

MPS  21 

4,650 

MPS  20 

4,560 

MPS  19 

4,420 

MPS  18 

4,280 

MPS  17 

4,220 

MPS  16 

4,090 

MPS  15 

4,050 

MPS  14 

3,950 

MPS  13 

3,860 

MPS  12 

3,670 

MPS  11 

3,590 

MPS  10 

3,530 

MPS  9 

3,390 

MPS  8 

3,260 

MPS  7 

3,110 

MPS  6 

2,830 

MPS  5 

2,700 

MPS  4 

2,500 

MPS  3 

2,420 

MPS  2 

2,270 

MPS  1 

2,140 

MPS  0 

2,000 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8(b)/2014 


Annex  14.2(7) 
(Page  1  of  2) 

March  2015 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2015) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7  &D8 

19,600 

D6 

18,640 

D4&D5 

17,570 

D3 

16,690 

D2 

15,680 

D1 

15,190 

MPS  48  &  49 

14,940 

MPS  47 

14,590 

MPS  46 

14,360 

MPS  45 

14,020 

MPS  43,  44,  44A  &  44B 

13,590 

MPS  42 

13,300 

MPS  41 

12,950 

MPS  40 

12,230 

MPS  39 

11,400 

MPS  38 

10,670 

MPS  37 

10,330 

MPS  36 

9,750 

MPS  35 

9,460 

MPS  34 

8,870 

MPS  33,  33A,  33B  &  33C 

8,290 

MPS  32 

7,820 

MPS  31 

7,220 

MPS  30 

6,790 

MPS  29 

6,510 

MPS  28 

6,300 

Amendment  No.  14(a)/2015 


Annex  14.2(7) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

6,060 

MPS  26 

5,920 

MPS  25 

5,590 

MPS  24 

5,480 

MPS  23 

5,190 

MPS  22 

5,000 

MPS  21 

4,850 

MPS  20 

4,760 

MPS  19 

4,620 

MPS  18 

4,470 

MPS  17 

4,410 

MPS  16 

4,280 

MPS  15 

4,230 

MPS  14 

4,120 

MPS  13 

4,030 

MPS  12 

3,830 

MPS  11 

3,740 

MPS  10 

3,690 

MPS  9 

3,540 

MPS  8 

3,410 

MPS  7 

3,250 

MPS  6 

2,960 

MPS  5 

2,810 

MPS  4 

2,610 

MPS  3 

2,530 

MPS  2 

2,370 

MPS  1 

2,230 

MPS  0 

2,100 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  14(b)/2015 


Annex  14.2(8) 
(Page  1  of  2) 

March  2016 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2016) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7  &D8 

20,210 

D6 

19,210 

D4&D5 

18,110 

D3 

17,200 

D2 

16,160 

D1 

15,670 

MPS  48  &  49 

15,410 

MPS  47 

15,040 

MPS  46 

14,810 

MPS  45 

14,460 

MPS  43,  44,  44A  &  44B 

14,010 

MPS  42 

13,720 

MPS  41 

13,350 

MPS  40 

12,600 

MPS  39 

11,750 

MPS  38 

11,000 

MPS  37 

10,650 

MPS  36 

10,050 

MPS  35 

9,760 

MPS  34 

9,150 

MPS  33,  33A,  33B  &  33C 

8,550 

MPS  32 

8,060 

MPS  31 

7,450 

MPS  30 

7,000 

MPS  29 

6,710 

MPS  28 

6,500 

Amendment  No.  23(a)/2016 


Annex  14.2(8) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

6,250 

MPS  26 

6,110 

MPS  25 

5,760 

MPS  24 

5,650 

MPS  23 

5,340 

MPS  22 

5,160 

MPS  21 

5,010 

MPS  20 

4,910 

MPS  19 

4,760 

MPS  18 

4,610 

MPS  17 

4,540 

MPS  16 

4,410 

MPS  15 

4,360 

MPS  14 

4,250 

MPS  13 

4,160 

MPS  12 

3,940 

MPS  11 

3,870 

MPS  10 

3,800 

MPS  9 

3,650 

MPS  8 

3,520 

MPS  7 

3,340 

MPS  6 

3,050 

MPS  5 

2,900 

MPS  4 

2,690 

MPS  3 

2,600 

MPS  2 

2,440 

MPS  1 

2,300 

MPS  0 

2,160 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  23(b)/2016 


Annex  14.2(9) 
(Page  1  of  2) 

March  2017 

Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 

(with  effect  from  1  April  2017) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7  &D8 

20,680 

D6 

19,670 

D4&D5 

18,530 

D3 

17,600 

D2 

16,540 

D1 

16,040 

MPS  48  &  49 

15,770 

MPS  47 

15,390 

MPS  46 

15,150 

MPS  45 

14,790 

MPS  43,  44,  44A  &  44B 

14,340 

MPS  42 

14,040 

MPS  41 

13,660 

MPS  40 

12,890 

MPS  39 

12,030 

MPS  38 

11,260 

MPS  37 

10,900 

MPS  36 

10,290 

MPS  35 

9,980 

MPS  34 

9,360 

MPS  33,  33A,  33B  &  33C 

8,750 

MPS  32 

8,250 

MPS  31 

7,620 

MPS  30 

7,160 

MPS  29 

6,860 

MPS  28 

6,650 

Amendment  No.  8(a)/2017 


Annex  14.2(9) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

6,390 

MPS  26 

6,250 

MPS  25 

5,890 

MPS  24 

5,780 

MPS  23 

5,470 

MPS  22 

5,270 

MPS  21 

5,120 

MPS  20 

5,030 

MPS  19 

4,860 

MPS  18 

4,710 

MPS  17 

4,660 

MPS  16 

4,500 

MPS  15 

4,460 

MPS  14 

4,350 

MPS  13 

4,260 

MPS  12 

4,040 

MPS  11 

3,950 

MPS  10 

3,900 

MPS  9 

3,730 

MPS  8 

3,590 

MPS  7 

3,430 

MPS  6 

3,130 

MPS  5 

2,960 

MPS  4 

2,760 

MPS  3 

2,670 

MPS  2 

2,500 

MPS  1 

2,360 

MPS  0 

2,210 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  8(b)/2017 


March  2018 


Annex  14.2(10) 
(Page  1  of  2) 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 


(with  effect  from  1  April  2018) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7  &D8 

21,000 

D6 

19,960 

D4&D5 

18,810 

D3 

17,870 

D2 

16,790 

D1 

16,270 

MPS  48  &  49 

16,010 

MPS  47 

15,630 

MPS  46 

15,380 

MPS  45 

15,020 

MPS  43,  44,  44A  &  44B 

14,550 

MPS  42 

14,250 

MPS  41 

13,870 

MPS  40 

13,090 

MPS  39 

12,210 

MPS  38 

11,430 

MPS  37 

11,070 

MPS  36 

10,440 

MPS  35 

10,140 

MPS  34 

9,500 

MPS  33,  33A,  33B  &  33C 

8,880 

MPS  32 

8,370 

MPS  31 

7,730 

MPS  30 

7,270 

MPS  29 

6,960 

MPS  28 

6,750 

Amendment  No.  9(a)/2018 


Annex  14.2(10) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

6,490 

MPS  26 

6,350 

MPS  25 

5,980 

MPS  24 

5,870 

MPS  23 

5,550 

MPS  22 

5,360 

MPS  21 

5,200 

MPS  20 

5,100 

MPS  19 

4,940 

MPS  18 

4,780 

MPS  17 

4,720 

MPS  16 

4,580 

MPS  15 

4,520 

MPS  14 

4,420 

MPS  13 

4,320 

MPS  12 

4,090 

MPS  11 

4,010 

MPS  10 

3,950 

MPS  9 

3,790 

MPS  8 

3,650 

MPS  7 

3,480 

MPS  6 

3,170 

MPS  5 

3,010 

MPS  4 

2,790 

MPS  3 

2,710 

MPS  2 

2,540 

MPS  1 

2,390 

MPS  0 

2,240 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  9(b)/2018 


March  2019 


Annex  14.2(11) 
(Page  1  of  2) 


Rates  of  Non-accountable  Cash  Allowance 

(Applicable  to  officers  who  start  to  draw  an 
allowance  below  MPS  34  or  equivalent) 


(with  effect  from  1  April  2019) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

D7  &D8 

21,500 

D6 

20,430 

D4&D5 

19,270 

D3 

18,300 

D2 

17,190 

D1 

16,660 

MPS  48  &  49 

16,390 

MPS  47 

16,010 

MPS  46 

15,750 

MPS  45 

15,380 

MPS  43,  44,  44A  &  44B 

14,910 

MPS  42 

14,590 

MPS  41 

14,200 

MPS  40 

13,400 

MPS  39 

12,500 

MPS  38 

11,700 

MPS  37 

11,330 

MPS  36 

10,700 

MPS  35 

10,380 

MPS  34 

9,730 

MPS  33,  33A,  33B  &  33C 

9,090 

MPS  32 

8,570 

MPS  31 

7,920 

MPS  30 

7,450 

MPS  29 

7,130 

MPS  28 

6,910 

Amendment  No.  ll(a)/2019 


Annex  14.2(11) 
(Page  2  of  2) 


Pay  Points 
(or  equivalent) 

Rates  per  month  ($) 

MPS  27 

6,650 

MPS  26 

6,500 

MPS  25 

6,120 

MPS  24 

6,010 

MPS  23 

5,680 

MPS  22 

5,480 

MPS  21 

5,320 

MPS  20 

5,230 

MPS  19 

5,060 

MPS  18 

4,890 

MPS  17 

4,840 

MPS  16 

4,680 

MPS  15 

4,640 

MPS  14 

4,520 

MPS  13 

4,430 

MPS  12 

4,200 

MPS  11 

4,110 

MPS  10 

4,050 

MPS  9 

3,890 

MPS  8 

3,730 

MPS  7 

3,560 

MPS  6 

3,250 

MPS  5 

3,090 

MPS  4 

2,860 

MPS  3 

2,770 

MPS  2 

2,600 

MPS  1 

2,450 

MPS  0 

2,300 

Notes  : 

D1  -  Directorate  Pay  Scale  Point  1 
MPS  -  Master  Pay  Scale 


Please  refer  to  CSR  Annex  14.3  for  equivalent  points  on  other  pay  scales. 


Amendment  No.  ll(b)/2019 


Annex  14.3 
(Page  1  of  3) 

January  2010 


Equivalent  Points  on  Different  Pay  Scales  for  the  Provision  of  Civil  Service  Housing  Benefits 

(with  effect  from  1  January  2010) 


Amendment  No.  51(a)/2009 


Annex  14.3 
(Page  2  of  3) 


Amendment  No.  51(b)/2009 


Annex  14.3 
(Page  3  of  3) 


Pay  Points 

DPS/ 

MPS 

D(L)PS* 

PPS1'3 

GDS(C)PS' 

GDS(0)PS*’3 

GDS(R&F)PS* 

ICACPS1'34 

JSPS2 

MOD1PS1 

6 

13 

5 

10-  12 

4 

7-9 

3 

3-6 

2 

1  &2 

1 

0 

0 

Notes  : 

DPS 

Directorate  Pay  Scale 

D(L)PS 

Directorate  (Legal)  Pay  Scale 

MPS 

Master  Pay  Scale 

PPS 

Police  Pay  Scale 

GDS(C)PS 

General  Disciplined  Services  (Commander)  Pay  Scale 

GDS(0)PS 

General  Disciplined  Services  (Officer)  Pay  Scale 

GDS(R&F)PS 

General  Disciplined  Services  (Rank  and  File)  Pay  Scale 

ICACPS 

Independent  Commission  Against  Corruption  Pay  Scale 

JSPS 

Judicial  Service  Pay  Scale 

MOD  IPS 

Model  Scale  1  Pay  Scale 

1.  A  pay  point  on  other  pay  scales  (except  the  JSPS)  attracting  salary  falling  between  two  DPS/MPS  points  is 
regarded  as  equivalent  to  the  higher  DPS/MPS  point. 

2.  The  equivalent  points  to  DPS/MPS  for  JSPS  are  as  specified  in  this  Annex.  JSPS  17,  18  and  19  shall  be 
regarded  as  equivalent  to  above  D8.  For  these  three  points,  the  rates  of  civil  service  housing  allowances 
shall  be  as  specified  in  the  rates  tables  of  respective  allowances;  for  the  provision  of  non-departmental 
quarters,  please  see  CSR  810(3). 

3.  PPS  35,  GDS(0)PS  19,  ICACPS  27  which  attract  salary  between  MPS  32  and  33  are  re -pegged  as 
equivalent  to  MPS  33  with  effect  from  19.6.2000.  The  re -pegging  of  these  three  points  to  MPS  33  is 
applicable  to  those  who  start  to  draw  Home  Purchase  Allowance  (HPA)  on  or  after  19.6.2000.  Those  who 
have  already  started  to  draw  HPA  before  19.6.2000  will  not  be  affected  by  the  re-pegging,  i.e.  they  may  draw 
HPA  rates  equivalent  to  MPS  34  when  they  reach  PPS  35,  GDS(0)PS  19  or  ICACPS  27. 

4.  ICACPS  28  which  attracts  the  same  salary  as  MPS  34  is  re -pegged  as  equivalent  to  MPS  34  with  effect  from 
1.1.2010.  The  new  re -pegging  of  ICACPS  28  to  MPS  34  is  applicable  to  those  who  start  to  draw  HPA  on 
or  after  1.1.2010.  Those  who  have  already  started  to  draw  HPA  before  1.1.2010  will  not  be  affected  by  the 
re-pegging,  i.e.  they  may  draw  HPA  rates  equivalent  to  MPS  35  when  they  reach  ICACPS  28. 


Amendment  No.  5 1  (c)/2009 


